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equipment needed to use the system, including basics on equipment
hook-up. The second part uses practice exercises to show how to use
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and sending batched messages. Also mentioned is the availability of a
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- an electronic mail system before. A quick reference card ot MAILWAY

. commands is attached. . (JB) . s
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EMS MAILWAY VALID ADDRESS LISTS

will send your masaaga"to all ‘MAILWAY users’

will. send your massageato all Alaska State Board of '
Education mambars _ '

will. sand,your message to all Alaska school district.

offices

will send.your message to all divisfons within the |
, Alaska State Department of Education - :
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" ' . LEARNING HOW TO USE THE ELECTRONIC MAIL SYSTEM .
o v . . L ? : . 3 ) ,\q. | | e

" This manual has been written to introduce you to the electronic mafl -
- system, MAILWAY, ' If you are unfamiliar with using an electronic mail
system, you should begin your training with this book. - This manual {s .
.divided into two main sections. The first explains the functions and -
.. components of an electronic matl system. It describes what type of .
equipment is needed to use the system, including basics on equipment
- hook-up. The second gart shows you how to use MAILWAY to create, send
- 'and recefve messages by giving you practice exercises to follow at your
terminal. There {s also a troubleshooting section the back uf the
book, along with a g1ossary of terns commonly used with our electronic
mail system. PLEASE READ THIS MANUAL AND BECOME FAMILIAR H THE '
CONTENTS OF THE OQTHER REFERENCE GUIDES. -The answers to most of the
questions you will have can be found in your package of MAILWAY Peading
. materials. The guides you should have and an explanation of each is -
. listed in the.section “Qther Mailway Reference Guides*. - ~ .
PR 8 , _ _ .

Y

A video tape titled “An Introduction to Electronic Mail Systems and °
MAILWAY Operation® 1s avaflable to use with this manual, - The video has
been designed for use by those who have never used an electronic mail

-~ system before;. however, 1t i{s a good review for all users and covers

tao the basics of the MAILWAY systém. Please call the Postmaster for _
... ordering information about the tape., If you do not have accéss to VCR
. ‘ ) equipment, this manua) may also be used on {ts own. o

i




WHAT ‘1S AN EMS?

An electronic mail system, called an EMS, uses computers and telephone
1ines to send messages from one point to another. Presently, Alaska
Department of Education admin.stracors, school district offices, and
other agencies exchange information using the electrontc mail system.

Messages sentﬂthrough the.e1ecironicsmiif systemICan;le,réceived'u1£h1n3~;

minutes, even over great distances. A - printed copy of messages can be
- obtained without any delays. o . o

-.‘ . o -

THE MAILWAY EMS o

~The electronic mail system that you will be using is called MALLWAY..
The MAILWAY system consists of several offices having their own :
computers, the telephone system, and a Wang computer at the Department -
of Education in Junéau. You can think of all the offices as separate N
mailboxes and the Wang computer as being the main post office, where
mafl 1s sorted and distributed to- the appropriate mailhoxes. The -
telephone 1ings are used for the transfer of this information.

!




:quxpnfur'vou WILL utsu'

Though the computers in officns using an HAILHAY may differ, the
equipment -necessary to-communicate data is basically the same. The.
important thing to remember is that you need certain pieces of
.equipnent that are properly connected to send. information to and
‘receive information from the Hang computer. .

1. The Com uter - Whether a PC, word processor, or portabie'
: typewrifer-1iie terminal, you-fre able to control (direct) "how and whin

‘'you send and receive messages through your computer.

2. The Modem .- This is' a device which’ a11ows a computer to communicate S

witH other computers that are segarated'by distances. Data signals

from your computer are sent to the modem, where they are converted to
phone signals. Then they are ready to be sent through the telephone -
network to the main computer in Juneau, where a.modem on that end '
translates the phone signals back to data signais 50 that the main R

_computer can redd them.. .*

In your office, the modem may be a separate piece of equfpment or
may- be located. inside your computer.. o .

3. The Phone - Lhe ‘phone in your EMS office is used to estabiish the
connection you make with the main computer in Juneau: ‘If you do not
have.a phone, you may have a modem which does the-dialing for you,
This is ca11ed an auto-dfal modem. If you have a phone set up next to

" a modem with your other EMS equipment. -you will manually dial -the phone

to call the main computer. Either’'way, once the number is dia1ed and
.1ine is open,’ information can be transmitted. S .

4, The Printer - The printer in your office may be - connected by cebies'
- to your computer terminal so that you,can print the information you-are
displaying on your screen. This allows you to keep or distribute a

- hard (paper) copy of messages that you receive, or to keep a file of

~ messages you've sent. You may -have a combination termina printer, or
a typewriter-like terninai. : o -

‘Take time at this point to Took at and define the. components you use to |
communicate with the centra1 computer in Juneeu.
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. " . ‘ ! ‘ . - ’ . ' o'. C
| 'EQUIPMENT HOOK UP : ’ o ., .
P : o _ . o ' | |
- Power cords connect each device to the power 3upply. Connector cables .
-connect components to each other. The phone equipment (phone, modem to
wall jack) 1s connected by thin telephoné cords.: : . o
‘Become familiar with how your equipment is hodked up. . This is a good -
place to start troubleshooting if you ever exparience equipment '
"problems when using the system.’ ~' . : o] T
.. The .following diagrams will “show three different EMS. pffice équipment'-
~configurations and how the components of each 1ne,cpnnected. -

S,

- | ' SCREEN ' N
’ ol PHONE , ' * . (TERMINAL) L .
, -y COMPUTER
3 ) \ '
. .“;... ' . s .
\ d - -

v
o .

. may.or may not S
‘WALL JACK - be separa‘e from . * \
'TO PMONE | * e Y] ‘ your compyter |
SYSTEM ' : ' . POWER SUPPLY ° A - v

“MOPEM AND PHONE SEPARATE .~ . - .

WITH COMMUNICATIONS CARD
(CARD INSIDE COMPUTER)

B P 11 7.




- mai1box. ,

e . YOUR COMPUTER AND THE MAIN COMPUTER.

Your comguter is-a system 1n itself and you can operate it without the
-aid of the the main couputer. The -main computer in Juneau s also a
:ysten in itself and can operate on its own when: you are not dinl-4-
nto it. -

‘Before you are dialed in, you are comnunicating on1y with your vea
computer.” You have to give it instructions to get it to the point,

where it is ready for you to dial into the main computer. - The main

computer is.also in operation when you are not dialed into it. it may

be sorting mai1 for different maflboxes, or it may be fo11ow1ng
‘instructions that the' operators are giving 1t to, say. set up a new -

L
.u

It is only whep you .re dialed 1n that both systems are working

‘you are talking back and forth with it. The main computer asks .
questions, and you give it answers, or instructions to-follow, Just’ as
you. do with your oun conputer when you are not dialed in.
From the point- when you have estab11shed the connection with the main "
computer-and it asks you for your first response, you are interactive:
with it, This interactive state continues the entire time you are

communicating with the main computer, as you are. sending and receiving

messages. The interactive state stops when you disconnect from the
main: computer,’ and you .are no*longer ta1k1ng with 1t,

Whenever you: are dia1ed into the main computer you are using a phone
line.. "It is your communication 1ink with the main computer. Questions
‘that the mafin computer ®asks. you and the answers that-you respond with
are, converted into signals and carried back and forth over the phone -

lines. - You are char?ed for .the use of these phone lines, Jjust as you'3

are when yousare calling 1ong distance to talk to people. For this
reason, it makes sense to 1imit x‘ur calls to the main computer to as-
short a time as possiblé, We willl discuss ways in which you can
shortep the amount of time you need to be d1a1ed in a' little. later.j

N

B together. When you are. dialed into'the main computer you are on1ide. .]
" or interactive with it. When you are-online-with the mair computer, .

4




PREPARING YOUR COMPUTER TO connunxtArz

. Before 1eern1ng how to use the MAILWAY system, become familiar with the
~ operation of .the components of your own computer system. Read the

" manuals that came with your equipment. If there are things about it
you do not understand, see if someone in your office can helpiyou, or
contact the company you bought it from. ou can also’contact the

Postmaster and egjhe will help you ‘get stertd .

Th steps involv in getting your computer reed% to use the me11
.ystea w111 depend on what type of conputer you have.

Your computer has special programs- thet 1t runs that allows 1t to

communicate with other computers. This is called communicatiuns

‘s?ftw:re. .This allows spec1e1 forlets to be set for connuniceting dete
" signals, .

. There ney be certain instructions you type into your computer to get <
.__,_reedy to communicate with the maim computer.” You may have a special
- menu’ on your terminal thet you choose the communications optiom from.

. You will also need 10 prepete your.printer to print what s being
listed on your screen. Most printers allow you to start and stop S
o printing what is being 1isted when necessary ~—Become familiar with the
special keys-you need to press or special instructions you have to
‘issue to start and stog your printer. This will allow {ou ®to print
' messages from your mailbox so that you can distribute em to the
. 1nd1v1dhe1: addressed . .
when you have e11 of yourvequiplent set. ug to connunieete with the nedn
computer, you will -be ready to dial in. he ‘humber you wiTl* use to

— "-d11}'#ntu—tne meTﬁ‘toiputer fs provided on the first page of this book.

_For those of you using a Gnet colputer. a4 manual has been provided tos\'
ou which shows how to set up your computer and other components. Thé

"~ title of this manual 1s the Electronic Mail System MAILWAY Gnat
Referance Guide, and has been provided Tn the packet of materials you.
-neceived from he .Department of Education. , o o

13

.
Y




SECTION 2 e
“MAILWAY PPERATION = . |




COHHANDS

Different types of computers have their own ‘special vocebu1er1es thet -

they are designed, or programmed,. to understand. They ask questions,

give prompts, and the operator responds with enswers. or commends that

-their computer understands..

¥

Your own computer has it's own 1ist of words that it can recognize and
you use these words to talk to it. When you are dialed into the main’

computer and using the MAILWAY system, you use a different set of
commands that 1t can understand.” The prompt that MAILWAY gives you .
- when it 1s expecting a response {s, the question mark symbol (?). When
- you se: this symbol, you know thet HAILHAY is weiting for a valid

Ne w111 show you the MAILHAY coneends es we go through eech step of N
» using the mail systen. :

MAILWAY Comnend Quick Reference card hes e1so been provided to you.
.It has been designed for reference on the format and use of MAILWAY
commands. - Detailed definitions of MAILWAY commands are provided in the
Electronic Me11:§ysten MAILHAY Reference nenue1.




'BEGINNING AND ENDING A MAILWAY SESSION - 3 .-_.

. i -

You can think of the MAILWAY system as several addresses, or/mailboxes,

with the main.computer in Juneau being the post office. Everyone -on -

the MAILWAY system has-a separate mailbox, just as people do at thé

post office. You can-inpgino how difficult 1t would be to find your

Tetters and packages 1f all mail was put into one large bin at the post
office. The main computer does the same sorting as post office L
.. personnel do when you send and receive mail. Electronic mail .addressed .
to you goes into your own mailbox. Before you can look at your '
incoming messages, or send messages out, you need to {dentify yourself
~ to the main computer.  This is called logging on. It 1s the same {dea
. as -using a key to unlock a box at the post office. You have a key to
. unlock your electronic mailbox. This ey 1s your User ID and your

- Password., It 1s a unique combjnation of letters .that you will use to
- unlock it. After you have dialed into ‘the main computer and it o
receives the first signal. from your computer, 1t will prompt you for:
your User ID and Password.. - - o

Your User ID tells the cﬁhputer,that your office or a?ency is a wail
system user and what your address is. “Your Password 11nks with the
User lDﬂtoﬂscrcqn unauthorized users. ‘- L S ‘
.Learn your User Io-an& Paaswofd_fron anothér EMS opera@ok in your o
office, from your supervisor, or from the EMS Postmaster. The ‘
telephone number to reach the Postmaster is l1isted on the first page of S
this manual. L T - / «
Once you know your User 1D and Ptsswoéd. writi them in thc-space' -

provided on the first page of this book. Practice typing -them at your

- .terminal keyboard. The more familiar you are with your User ID and .

| ‘LPlSSNOFdIAfﬁihii§1i?“1f~WTTT¥5imfﬁ_Tbﬁcﬁﬁfﬁﬁiﬁf7§u‘6111¥fh‘“cOﬂpﬂt(?“”foff_T'i
- the first time. . D e : “ -
'Yog lock your mailbox when you are finished using MAILWAY by logging

off. > - o _ o : L

The sequence and the pronpts'tho'conputdr givoi you, and'how'you are

expected to respond (in underscore) to them are shown on the next
~ page. A practice session to learn how to log on and log off follows.




Log On - Log Off Session

HAILHAY CENTER 50010000 01/31/84 . . Do 10:59AM
ENTER NAME . . | ‘ . o
- 7 MADAK .
ENTER PASSWORD -
? whdkR

- WETTUNE ADAK. Jruaox - 2 QUTBOX = 9

gEtLO 'NEW. USER: HELCOME T0 THE NEH ELECTRONIC MAIL SYSTEM

PRIORITY = 3, SECURITY = 3 HOME CONFIRH = NO REPLY REQUES(ED = NO ,-.

nArLuAv'conNEcTwﬁn*TtﬁE“rnn?nnT—*
- OKAY TO DISCONNECT (YES‘NO) ? ¥ |

' saece4se-1;nALog_on;aud_Lag_ait

o
4

1. Prepare your equipnont to connunicato wit“ the main EMS computor.j_;

2.  Dial the number (1isted on the first pago of this bookd to roach

the main computer..

3. a.'_"Tho EMS Mailway Contor name, date and time should appoar
-~ across the top of tho screen: along with a 1ine that says,
T 'T“-‘tRTERﬂtANt’*' T .

PSRN

< e

b. Look at the lgft of the scrcen ‘for- the question mark prbmpt°_!

!

; c. | Type 1in your user ID, and press RETURN

d. Type in your password ovor the mask and press RETURN

: This exercise will toach you how to Tog on to and log off from MAILHAY'_,

‘If you see "NAME COULD NOT BE IDENTIFIED PLEASE TRY AGAIN' '

?g ack to step 3c. Be sure you are using the- cqrrpct usor

. e. Wait for the next prompt.

If you see 'PASSHORD COULD NOT BE IDENTIFIED. PLEASE BEGIN
AGAIN", go back to stop 3c. . |

17’
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f. When your mailbox is open, the computer will respond with an
.-EMS greeting 1ine, and then some information on your A
mafibox. It will show you how many messages it has, and
other user information, called mailing parameters. These
. parameters are pre-assigned by the Postmaster, and will be
" discussed later, when you learn how to create messages.
After the greeting and information lines, MAILWAY will :
display another ?. prompt. It is now ready for you to enter
a command. : ' ' ' .

- a, Close your me11box, or 1og off, by typing L ond press

CRETURN” .

" NOTE: If. you meke ‘ typinr mistake, simp1y press RETURN and weit.h

for the prompt to be repeated. ‘
\n
b. " The com uter will respond \ _ .
~ *MAILWAY CONNECTION TIME (HH: g e
"OKAY TO DISCONNECT (YES/NO)

: K . )
- '
"o .
'

‘ Type: - YES
e S e
- Y - —
c. Then prtss RETURN . SN o S

ﬁ'NOTE You can use the abbreviation "y, for “YES' on the MAILHAY f
system and the abbreviation “N* for "NO". Most MAILWAY commands

have an _abbreviated form which you can use instead of the full
:ord These are listed on your MAILHAY Command Quick Reference
ard. - . ‘

. e ) '




.- S CHECKING YOUR MAIL -

Your" meiibox ‘has two sections which he1p organize your meiibox

contents, .just Tike an In and Out basket on a desk. The INBOX section
holds the messages that are sent to you. The OUTBOX section holds .
messages which you have created. Even when you've se\t a message, a
copy .of it remeins in your OUTBOX. ' \ RN :

Nhen you want to check your meiibox for messages sent to yoy, you will _
need to specify that you would 1ike to look at your INBOX items. B
OUTBOXdis specified when you want’ to 1ook at the messages you've S
create _ o

‘ ” It is importent to check your mail on a reguier besis. ane»e—dayuor—w-¥u
3 . once every other day is recommended

You can list-your INBOX. or- OUTBOX messeges in~severe1 different ways.
You can get short listings (indexes) of all the items in your INBOX or .- -
OUTBOX. You can 1ist an entire mail message hy itseif, or can get all h
of the ftems: printed together , _

o

Exercise 2 - Listing Mailbox Contents .

S P T Get your equipment reedy to dial in.(_
b. Call the main’ conputer. L .

¢c. - Open your mailbox by entering your
user ID end pessword when prompted

- (Remember thit if you make a typing
- ‘mistake, you can press RETURN to have the
" prompt repeeted ) i

2. Once egein you are et the first question
. 'mark prompt.

o Type: “INBOX (RETURN)

) . . .' ' '
P '
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Looking at'this_list~1s a little like 1odkin?~at the outside
n

envelopes before you open letters that come the mail, -

You can tell something. about the messa?es without looking at

the body of any of them. The information in the ‘1ist is
called an. index. . ' L .

The 1ist you get from the command INBOX contains the . '

~following information, .

INBOX Number

Message Title Co _

Date and Time message was received

Author of the mail message . . o )
The “MAIL ITEM 10" (the computer assigns this number to

- messages) - C L S
- Priority and Security of the mail message ' T

The approximate number of 1ines in the message ,
Prints "NEW MESSAGE" if this f{s the first time the message

. has been 1isted on the INBOX index.

If you get the message, *YOU CURRENTLY DO NOT HAVE ANY INBOX

} Hart”for‘the.? prbmpt,_after"thé Tisting stops. - '«,

This will print all messages, in their entirety, 1isting the

Wait for fhe ? prompt, after the'message priht-out—#infshes.

Your messages are §i111 in your mailbox (INBOX) even though you

printed them.  They will remain there until you delete them. To .
.. prove it, select one of the mes

ITEMS', try this exercise again at a Jater time.
Y |
3. & Type: - PRINT INBOX ALL
newest first.
© b.
.

sages by number and type that

~number after the PRINT. INBOX command:

PRINT INBOX ###

(### represents the number, one.or more'charactefs,-of the

‘message you wish to print - do not type the # sign; do ‘put a

space between the command and the number.) )

L]

Be sure that you understand that the INBOX command used
alone will print an index of the mail messages sent to you.
The commands PRINT INBOX ALL and PRINT INBOX ### will print
the entire messages. - - . T

. -




" - INBOX ALL and PRINT INBOX ##¢4 will print thn ontirc messiges.

5, Close the nailbox.,i |
a8, " In response to thc ? type - L ,(REIURN)

b, The coagutcr wil\,rcsgond
' *MATLWAY CONNECTION TIME [HH:MM
“OKAY -T0. DISCONNECT (YES/NO) 7'

Type::.  YES . R
| .. ES L. | |
Y~ (RETURN)

Be sure that you understand that the INBOX connand used alone will
rint an index of the mail messages sent to you. ' The commands PRINT

The .same PRINT conaand fornats can be used to list ouTBOX items.
Rclo-ber. the OUTBOX section of your mailbox contains messages that
you've created.. Replace the word INBOX with OUTBOX: to chcck your

* OUTBOX 1tems. Using cithor INBOX or OUTBOX you can: .

,:h1) List an 1ndex of all 1tcns

o

"2) List all messages in their entirety = - - i -
-~ 3) List one_or more spccific message | .

., Listed on the foltlowing pagcs are connands that ean be used to chcck
your mail. Be sure-you understand the difference between INBOX and
-0UTBOX. INBOX: ncssaaos ar¢ those which have been sent to you. OUTBOX
- messages are those which you. have created. When checking your mail
(the ncssagos scnt.to you). you will be using tho INBOX connand. '




COMMAND
. INBOX -

-

 INBOX BY $1ZE

he

" PRINT .INBOX ALL

PRINT INBOX BY SIZE. ' -

PRINT INBOX ##4 .
' 1N

. Prints an 1ndex of ne11 received me11

.-Prints nesseges with the sae11est number

Prints an index of received mafl
eesseges. 1isting the newest mail
messages first

-’

messages, the ones with ‘the sme11est
nuaber of lines first iy

- 'HPrints.eeseeges With the newest first

of 11nes 1isted first

w

-5:Pf1nt§;the neesege nﬁnber;(###);

“PRINT INGOX #9%, ##4

PRINT INBOX ### FROM 10 .-

_PRINT INBOX ### TO 42

PRINT INBOX' ### FROM 2 TO 8

Priefe fhe'nessege numbers epecT??ed '

Prints ‘the message nunber (#”), from . .

‘f11ne 10 to the end- of the‘aessege

'Prints the nesse?e ‘number (!##) from
. the first text 1

ne ta 1ine 42

Prints text 11nes 2 through 8 of the

_message specified -




.ot ..
. e e
. o
.
0

LS

~ commnp

- ouTBOX: -
ouTBOX BY SIZE |

OUTBOX  1F -SENT

S

Prints an #ndex of all messages you.
have created, Iisting thc oldest - .
nossagos first

Prints an index of all messages you
have created, ones with the smallest .
‘number of- linos Tisted first

Prints only thc messages that the
computer has sent, oldest message

_ OUTBOX IF NOT SENT'

L
" PRINT OUTBOX BY SIZE
"PRINT OUTBOX ##¢

PRINT OUTBOX ##4, ##4

'PRINT QUTBOX ### TO 8
£ . : l. - ”

. PRINT OUTBOX ### FROM 9

PRINT OUTBOX ### FROM 3'TO 9

.Prints_lessagei;uith_:hgfnldgst

__._..‘___.__.‘ ’ -

'Prints;thofpcﬁsqgo
Prints the message

. Prints the messaqe
: to.lino o

-9 to tho ond

Prints %ho;nossago

I T

' listod first

)

Prints only the lossages that tho
‘computer has not ‘sent, oldest aossagc
listcd first

lqssigoc‘listod)first

Prints lossagos with the smallest

" number of linos listod first

number (#44)
- o
numbers specified

{ » ’

Prints ‘the nossagt

3 through 1ine 9

23
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" DELETING MESSAGES

) . . - B Vi . . ' o . . . - )
Just 11ke a rectangular box at the Post Office, an electronic mailbox -
can become overstuffed with mail. It {s necessary to empty out the

o maflbox regular]y, so thatlit can accept new messages.

Hessagds.thqt.havo been p;intéd on paper, ind delivered té the B .
" addressees, normally do not need to be kept in your computer mai}box,

. The DELETE command {s what you use to eliminate a message (or group of
messages) from {our mailbox.. The DELETE command allows you to delete
INBOX messages (those sent to you) and OUTBOX messages (those which you
“have created). .There may be “01d" messages 1n your maflbox, ready to
be deleted right now, - - = - . : ‘ o ‘

_Lna}n how to de1ete'hessages by eJiB1et1n§“the following —
exercise, T o _ - -

 Exercise 3 - Deleting Messages

. e

- 1. Get your eduipientf;;gdy, as before.
" i., -Call the computer, and qu on. |

3. ' List the INBOX message fndex (index of messages sent to
you) by typing: . ' oo _ |
- - INBOX (RETURN)

, This will 11st the index of INBOX messages, with the
- newest messages first., . ' , -

- (NOTE: Using the command OUTBOX to get the OUTBOX J

message—index-will 1ist the-oldest messages first,) - ' . _

4. . Now determine tho'losqibo number of the oldest
message in your INBOX. It -should be the last in the
-INBOX meéssage index, S .
INBOX NO: ##4. - .
b, iUsing-that message number (###) enter:
.~ DELETE INBOX ### (RETURN)
_c. When the computer asks, "OKAY TO DELETE (YES/NO) ?°

press - Y  (RETURN)

—

1f,you'aro sure that the message number you entered
1s correct. o - . ’ ‘




" a.  Now type INBOX (RETUPN) 'Io

1f ‘you wish to deTete more than one message from your

If you typed {Re wrong nuuber. press N (RETURN)

in respon:e to 'OKAY TO DELETE (YES/NO) ?'. then go
back to stop dc.

e, Wait for the notice, "ITEM ### HAS BEEN SUCCESSFULLY °
SR DELETED'. and the new ? prompt. .

by Observe that the messige you Just. deTeted ‘no longer

DELET ﬂﬁo*ﬁhhr—1W#——#hr—1RETURN)*m —

Hake sure that you enter the correct message nunbers and

5.
- appears in the INBOX iIndex.
6.
. INBOX. enter: . .
’ —
7.

sep&rate them by—connas.;~— e - . -.;;““;_,;o_,

If you wish to delete all of the mcssoées in your '
INBOX, entor . | 7

Y

NOTE:

'"The computer w111 rospond

DELETE INBOX ALL (RETURN) | " -

b, The couputer will ask if ou want to doTote all of

v the messages in your INBOX. If you are sure that 1t e
is okay to delete all nossogos. enter: : ,

Y (RETURN) | |
When you get the new ? pronpt. close your mainox by o
typing -
; (RETUAN)

*MAILWAY CONNECTION TIME (uu:uu)ﬂ

- "OKAY TO DISCONNECT (YES/NO) ?* . |

| Type: " . YES.
- Y L R '
Y . (RETURN) S v
The DELETE coooand can be used to JQTQte ouTBOX ¢

messages exactly the same way as INBOX messages. Just
repTocc tho word INBOX with OUTBOX. .

25
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S CREATING AND S_EN.DING MESSAGES ' o ’ : .
s . . - . . RS
-+ Messages can be creeted whiie you ere interective with the nein Co
computer, or can be creatqd in-batch mode on your own computer when you
‘are not dialed in., .Your computer may have special programs in 1t which .
allow you to create messages and store them until you are ready to dial
in and send.them*through the main ‘computer. Several messages can be -
~+ created and stored in one place in your computer, so that when you are
- interactive with the main computer yoy can send them all at once. This
cuts down the ahount of .time that you need to be dialed into the main ..
computer. Differen computers vary in the way they operate in batch
mode. For this reason, we will ‘show you how to create messages while
you are -interactive with the main computer. For further information on = . = °
oy to send batched messages, see’ the Eiectronic Mail System MA!LHAY St
| Batch Mode Reference Guide. o

T B R

ln the CREATE" function you wi11 see prompts for line nunbers, different
- message, section headings, and questions to which you will ‘respond YES
——or NO. Y and N.may be used in place of YES and NO. - After eech '
response or 1ine you type, press the RETURN key. ..
-The letter T M, or D will foiiow eech 11ne nunber and. stand for the
text, m eiiing pdreneter, or distributioh parameter sections,

respectively. B . "

The Text section of your nessege is the ectuei body of the messege. ’

The Mailin ereneter section Tists the Priority end Security of the
Message ena the Home Confirmation and Reply Requested values.  These
. are default values, meaning they are automatic. This is ifnformation
-t:et the MAILWAY systen .gives you and you usually eccept wfthout
WKhen creating nesseges, ‘never change the. Priority or Security veiues.
These values have been set.up by the Postmaster to insure that messages
—are sent and distributed properly. The Home Confirmatidon option should .
.eiso keep the default value. The Reply Requested value may be changed.

The Distribution arameter section of your -message is wnere you 1ist .’ \
the address for users to receive the message. As with the postal
service, mail s sent to a specific address. An address can refer to
an individual, as in the case of a Board of Education Member, or to a
roup, as in the.case of a District-office. Normally, the name of the
¢ ndividual, district, or other office will be used as the address. One
. valid eddress may be 1isted per line. A 1ist of valid MAILWAY '
addresses can be found on the page 1 of this guide. Mail can also be
sent to common groups of mailboxes, using what is called an address
1ist. The address 1ist name is entered on the disteibution 1ine. 1If
you needed to send the same message to a particuldr group of MAILWAY
users, you would use one address for that group. An exampie of this
- would be sending the same message to all distriet offices. Regerdie:s
. of thelr 1ocation, 'each office would-receive a copy of the message.’
The MAILWAY Postmaster creates the group address 1ists. A 1ist of
current address 1ist names can be found on page 2 of this guide.

If an invalid address is givep on a distribution peraneter 1ine,
MAILNAY wiii dispiey an error message.

. | | . 26
| - . -2 -




.

Occasionally, it wil} bo nopcssary for the Postaastor to chan e ‘an |
'"address. You may want to keep a copy of the valid addresses handy so.
_that you can write’ any changos down whon notified by the Postmaster.”

A sample CREATE session is shown bolpw (responses you ?1ve tho conputcr
are underscored), followod by ‘an oxonciso to help ‘you learn how to,
create 2 l‘SSng.’ . :

Creating a Message Session

“

¢

7 CREATE - .. i' RS S ‘ ’~ |
OUTIU!'IUNBER° o _ : ' e
~ TITLE : PRACTICE gzssAaz - | ' T

* e TEXT !
00T THIS IS A TEST MESSAGE FOR THE POSTMASTER. |

200T PLEASE SAY RELLU. L
300T PLERSE-DELETE WHEN RECEIVED. . ..~ . o
s00T TRAREYOU —— - |

5007 7END ' . )
- ***MATCTNG PARAHETE&S ENTRY***
DO YOU WANT TO USE YOUR DEFAULT MAILING PARANETERS (YES/NO) ? NO

_600M PRIORITY: 3 . CHANGE VALUE (YES/NO) ? NO
700M SECURITY: 3 ' CHANGE VALUE (YES/NO).? NO

* 800M HOME CONFIRHATION NO CHANGE VALUE (YES/NO) N0
900M REPLY REQUESTED: NO "CHANGE VALUE (YES/NO) ? YES

1000M REPLY DATE: (MM/DD/YY) ? 01/07/85 =
_##*DISTRIBUTION PARAMETER zurnv"""" . |
11000 MPOSTMASTER -
12000 | o -
0UTBOX RUWBER 4 L .
 TITLE; TEST MESSAGE ' .
'SEND (YES/NO) ? YES .
= ;TEH/TD 001-2374K FAS BEEN PREPARED “FOR szuorus o
MATLWAY JCONNECTION TIME (HH:MM)11:12" o
~ OKAY TO 'DISCONNECT (YES/NO) ? YES
CURRENT MAILWAY SESSION HAS sztw'rzanquTzn

L] . . ' , (p

Q7
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| r ,“ .. .”’. _ | . | | n_. | o
. Exercise 4 - Creating and Sending a ﬂuun ) : o .

) ].o '
0y .

3.

.Dial.into-thd;npin conﬁutor;and log on. |
Type the following {nstruction: ~ CREATE:  (RETURN)

'thpl.

- that will determine how your message will be sent. -

Observe that tbo'couputof responded with an OUTBOX number. -
Remember that messages you create are put 1n the OUTBOX section of -
your;::}}hgx. They are assigned an OV BQX number when you create

"Yoqn irst gfoipt 1s for the title ofttho message. ' ;f ';"\,

In response ‘to this prompt, ‘type: _
" PRACTICE MESSAGE "~ (RETURN)

IMPORTANT - ndisigi titles must ﬁt;on'ﬁg.bvor'zs,

| characters long.
The cpnputor_will'rospond.with & line that says: . - T*;"

This indicates 'that you 1éovnow'1n'tho toxt‘dntry section of'tﬁd
message. This is the section where the actual 1ines of the -

- message are typed in. . |

Your next prompt is for the first 1ine of the nosiigo (the fifst.

~ text section 1ine). You can correct typing errors using either

the CONTROL H ‘or the BACKSPACE keys, depending on your -
- computer. After each 1ine 1s typed in, press the RETURN key. In
response to: S AR } o ,

100T type: ~ THIS IS A TEST MESSAGE FOR THE POSTMASTER. R
. 200T .type: PLEASE SAY HELLO. =~ ARE B
- +300T type: ' PLEASE DELETE WHEN RECEIVED: S
400T type: THANK YOU., - - BER
500T type: /END = - . | - -

: IHPORfAlT - Ltaey In tho”toxf'soctionvof'youf message must. never

be over 71 characters long. - _
fNoxt to 1ine 500T, you typod:’ltlb;"Thisvcolnlnd will‘ohd‘tho

text section of {Oﬂf message and begin tho,naiiing parameters
entry section. he mailing parameters section asks quosti:;’/’\

o , .
LIS ' . . L } . .
! .
' . . ' . ' . . i o . ‘ ’
‘. N B ) N ) . .




Typo in the following rosponsos to tho noxt quostions askod.
‘D0 YOU WANT TO USE YOUR DEFAULT nAILlNG PARA"ETERS (YES/NO)

"7 NO .
~ 700M PRIORITY '3 . CHANGE VALUE (YES/NO) 7 NO ]
400M SECURITY 3~ - - CHANGE VALUE (YES/NO) ?
900M HOME CONFIRMATION , CHANGE VALUE - (YES/NO)- 7 NO

- 1000M REPLY REQUESTED CHANGE VALUE (YES/NO) YES
REPLY ‘DATE: 01/07/85 _

If you had entered YES in response to tho first qucstion abovo.

“the dofault mailing parameters would have been used to send your

message. fault values are autonaticaily assigned by the
couputor.

~ NEVER chqngo tho dofault valuos of 3 on the Priority or Schrity

arameters.
he default. valuo on HOIQ Confirnation {1s NO. Do not change this

.'valuo.

The default valuo on Reply Roquostod is NO. By changing 1t to .

. ~ YES, you can state that you want a reply to your message. The

10,

11.

.Noxt to the quostign mark, typo: YES

computer prompts you for the date. that you want the reply.
When the recipient prints the message, a line stating that a
roply 1s roqunstod on tho specified date will be inc udod.r

After you answer all of the. quostions in tho nailing paranotor

soction. tho computer will display:
'***DISTRIBUTION PARAMETERS ENTRY***

“In this section you type in a vaiid addross of who is to rocoivo e
~ the message. You can send a message to more than one address,

but make sure' 'tht. you type only one address in each linu.
(Press the RETURN ‘key after each line.) In response to.-

- 11000 type: ~ MPOSTMASTER ~ . . .. . .
12000 type: /END . | _ . : -

nPOSTnASTER fs the valid addross for the Postnastor. 1t you had
wanted to send the message to a group of users using one address,

.you would use one of the group addresses found on 1170 2 of this
w

guide. The /END command you typed {in lino 12000
distribution parameter soction.-

The colputor responds with the OUTBOX number and the titlo of the
message. The next prompt you got will ask f you want to send
tho lcssago. .

" SEND  (YES/NO) 7

ond_tho

. .or : |
Y ~ (RETURN)

29
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~ The next 1ine will say:

ITEM 10 #44-#4994 HAS BEEN PREPARED FOR SENDING

| and your message will have been song." R '

12, Remember that you INBO&'contains messages sent to you and your -
o QUTBOX contains messages you have created. Any message you

- create and send will remain in your OUTBOX until you delete 1t
To see that the message you just sent is still. in your OUTBOX, -
1ist your OUTBOX {ndex.: - R o

: ' .o
b.
b,

C..

Type: . OUTBOX . (RETURN)

tho'thaf the message you just created and sent g 1isted in
the index. . ' _ S S

Close the maflbox with - L (RETURN)

In response to thq_qupstipn; "OKAY TO DISCQNﬂECT?',"
wher - yes o 5 | - .
: - : | or . .

Y . (RETURN) . -

'e

.fn this‘oxorcisofydu cfoatod i'iossago while 1htoﬁlct1vo with the main

- computer.

The telephone was being used the whole time, and you were .

. being charged'for the use. These are some of thq ways that you can
keep your online time to & minimum: | | ‘ e

. -

Croqto iosslgph ahead of time; know_whit you iaht'to say 80
you won't have to compose as you go. Have the message
written down and work from that while you're online. .

Havb-tho vaifd ns'add.bisoi roa&y'boforb~ydu log on. . This :
t|¥:s-yquvgho ti f Aearching for tha address while you're
online. : ' v L L s

Be familiar with MAILWAY connihdi'aﬁdfprdcoduris:bofqre
logging on. - - R

.Create iossagos in batch mode. .This procedure is explained
.énizho Electronic Mail $
. 3uige. B :

stem HA!LHAY Batch Mode Reference '

]




SENDING A‘uzssAe;-ngonvvcngrzn

You learned 1n tho last oxorciso that when you croato a mossago. 'you
automatically 8 prompt that asks if you want to send the message. .

- You will usual y ros ond YES to the send prompt. There may be times:
however, when you will want to wait betore you send the message. If

- "you respond NO to the send prompt while in the CREATE function, the

~message will not be sent, but a copy of it will be stored in your

. -OUTBOX. When you do decide -to send the message, you can use the SEND -
command. It allows you to send messages frol your ouTBOX when you are'
not in the CREATE function. . \

V“-ﬁxercise 5 - Sendigg a Messaﬁg from 'the Outbox

Follow the steps be1ow to practice sending a message that you have

~ already created. - S

"1, 'Ca11 the main conputer,7and’1ogmoﬁ.
2. Waft for the first ? proipt.‘ I
3. ‘Type 0UTBOX and press. azrunn |

4. Maxe a note of the number of the message dith the title 'PRACTICE '
. MESSAGE".  (This was tho-nossago you created in the last - >
exercise.) e
There are four difforent fornats of ‘the SEND command that you can
- use at the ? prompt, all 1isted below. - .
! stands for the message nunber.

X1),  SEND #

(2)  s#- .
(3)  SEND |
(4) 'S

flf you spccify tho message nunbor with tho SEND command, as in
-e?a?plesv1 .and- 2, the. computer. w111 rospond with ‘the message
tt.o -
{ou type only SEND or S, as 1n examples 3 and 4, the computer
w11 prompt you for the message number.




[

At the 7 rompt, enter - SEND  (RETURN). The next 1ine should

ask for the message number.  Type in the number of the message

titled, "PRACTICE MESSAGE" . and press RETURN, as shown below.

-7 SEND  (RETURN) - .
* . SEND OUTBOX NUMBER: # (RETURN)

" The title of the message and @ send 'pronpt',.wi‘ll"be 1isted. Type

fn YES or Y. (RETURN). A zessage saying the 1tem ID has been.

- -prepared for sending will be displayed and your message will be -

sent. - . .
TITLE: PRACTICE MESSAGE' ,

. SEND-(YES/NO) ? YES (RETURN) . .
"ITEM 1D ##4-#9444 HAS BEEN PREPARED FOR SENDING

7.  Log. off from the main computer.

.An'OUTBox.uéssago‘qust ﬁayi at ‘least one text line followed by valid
-.mailing. and distribution parameters to be sent. If you request a

'message to be sent and do not have all of the needed information, a
message will be displayed showing the missing or invalid information.

. How to edit a message already created 1s discussed later 1n this manual,




-
...

©

Aruitoxt provided by Eic:

- The HELP command will 11st all-of the valid MAILWAY commands. =
" To ?et a.detailed description of one of the commands, type an H,

owed b ,

. about the CREATE Coupan¢. you would type HCREATE and press RETURN,

fol

- THE HELP COMMAND

the full command word. For example, i1f you want to 1earq

ERIC

1. Dfal 1nto the main computer and log on.
.
‘- bo

C.

. d.

2. a.

Y
b.
3. At

Exercise 6 - Using the HELP Command

!

, Nonyou hay(_yoﬁr f1rs£ question mark prompt.

Type in this response: HELP'

Then press: - . ""RETURN

Wait for the response to,thé HELP-couuahd"fo"print'out. It 1s
"11st of the EMS commands. - e A

nesidé'thegngxt;?:prompt. éntgr:

. HCREATE (RETURN) -

This 1s'a.def511ed description of the CREATE command. o

the next ? prompt, log off.

\
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R EDITING A MESSAGE WHILE IN THE CREATE FUNCTION /\ " ‘

bl

| N
You've ulready learned how eusy 1t 1s to create and send a message.
You will be pleased to know that .a message can be edited before it is
sent. You can learn how to edit a message by typing instructions to
1ine number prompts. - These instructions will allow you to re-do a
parts of a message that you are creating. :

Below is an exercise to learn how to use the special edit commands ) -

- while in the CREATE function.

Exercise 7 - Editing 2 Nes;ageAin the Create Functiop

: ‘1. At the ? prompt, type: ¢ _of 'CREATE.-,andiprcss RETURNN.

The conputer‘w111'rcspond-with_the'OUTBox number. .
- 2. " Now'begin typjnghthﬁ ac;zigcm;irpssing RETURN after each [inc.'

"TITLE: EDITING PRACTICE - - '~ = , - ‘ .
*ERTEXT ENTRY#¥#™- . _ o T : .
100T THIS IS A PRACTICE MESSAGE. .I AM LEARNING HOW
200T TO EDIT A MESSAGE, ' ot . . o
300T DELETE THIS MESSAGE WHEN YOU RECEIVE IT, i o
400T. / , Lo : - S ‘
3. The slash’(/) entered on line number 400T returns a.? prompt.

This allows you to insert new 1inec, rewrite 1ines, or delete |

.1ines in your message., Here you will reyrite 11ne.200T, Next to -

‘the ? 'prompt, type 200T and the revised text. The letter T must

be used with the 1ine number. The T tells the computer that you

are changing a text section 1ine. - o '

? 2007 TO EDIT A MESSAGE WHILE CREATING IT,

., Piress tho‘htTURN kiy. The next 11ni nuibor:pfonpt will begin

. where you entered the slash, in 1ine number 400T. This allows

- you to enter another command for editing, enter more text lines,
or end the text cntr{.sectjon; End the text entry section by
typing /END next to line 400T: . '

400T /END - | T . L

_.5;’71This'w111 begin the mailing paraiotor: section. Type - YES . .

(RETURN) .. to the QinultAnai11ng-parauotor: question,

- #**MAILING PARAMETERS ENTRY*** S o |
'-goyvou WANT TO USE YOUR DEFAULT MAILING PARAMETERS (YES/NO) .
"YES » X L Lo
400M PRIORITY: 3
‘500M SECURITY: 3 |
'600M HOME CONFIRMATION: NO

. 700M REPLY REQUESTED: NO o,

-3 -




" The noiling porolotor dofoults are printod. tbon tho distribution
parameter section will bogin. e .

Type MBULLETIN next to 11ne 8000 ond pross nzrunu T

~ *w*DISTRIBUTION Pnnnnzrza Eurnv*** |
800D MBULLETIN -

Distribution parameter lines can ‘also bo insortod. rouritton. and _
~ deleted. Here you will rewrite 1ine 8000, changing MBULLETIN to .
MPOSTMASTER. Type / next to. line 9000 ond pross R TURN, - -
| “;3005 ] .;. S i D

’

~ _The _slash (/) you tygod next to Tine 9000 roturns a? pronpt.
Now you can rourito ine 800D, Noxt to the ? typo._ '

2 eooo nposxnnsrzn ~and prtts nzrunu_.‘

-Obsorvo that [} distribution soction lino can bo changod tho same ‘way os o
‘a text section 1ine. The only difference is that you must specify that
you are chonging a. distribution lino by typing a D noxt to t e line .

: number. L
. . It 1s also possidble to: odit o text sootion 1ine uhilo In the
distribution section. Typing a T or a D next to tho line nuybor uill
. determine uhich soction you are editing. .

- Again, -the noxt 11ne number pronpt will bogin uhoro you ontorod the -
" slash, This allows you to enter another.command fqr editing, ‘enter
‘norzidistribution soction 1ines, or ond the distribution parameter
section. - S o . .

@ : . . IS S

8. Horo you uill learn another connond to use uhilo in tho CREATE
fumction. It can be used to 1ist all of the 1ines in your .
message, allouing you to vorify thot all of tno changes you nado '
are correct. - o , .

- Type  /LIST (RETURN) next to 1ine 900D:
- 9000 /LIST .. and press RETURN - .




0.
| " WNotice that 11ne 300T is gone and that the. /LIST command

T

12.

.Type '/ (RETURN) - next to 11ne 800D:

“The following will be printed:
 #w% LISTING GF THE QUTBOX ITEM #e#

- TITLE: EDITING PRACTICE -

- 100T THIS IS A PRACTICE MESSAGE. 1 AM LEARNING HOW
200T TO EDIT A MESSAGE WHILE CREATING IT,
3007 DELETE THIS MESSAGE WHEN YOU RECEIVE IT,. T

.- 400M PRIGRITY: 3 .. - T

' 500M-SECURITY: 3 S .

- 6OOM HOME CONFIRMATION: NO - L
700M ‘REPLY REQUESTED: NO

18000 MPOSTMASTER

" %% COMPLETION OF THE LIST OUTBOX anw

The next 1ine number prompt will begin where you entered the
/L1ST, which allows you to enter another edit command, -enter more
distribution 11nes, or end the distribution section. ‘While you .
are sti11 1n the CREATE function, pra tice deleting a 1ing. To
delete a text or distribution Tine, simply type the 1ine number .
‘and section letter (T or D) next to the ?uprolgt_qnd press

" RETURN., Folloy';hcso\stops:td”dolqze“l1no 3Q0

Type * / - and press RETURN - next to 11ne 900D to get the

? prompt: -

900 /- . - o .
Type  ” 300T ;;qnd pross'RéTURN _ next to}éh‘ 7 pr9np£: '
P30t . L

‘Line 300T should now be deleted. Enter /LIST RET - next to
11ne 9000. This will 14ist all of the 1ines in your message.

renumbered your 1ines. -

Now try ingerting the same 1ine you just deleted Uiék;info the
message. ‘Looking at the last 11sting of the message, you will * -
see that you want to .insert the 1tne between 200T "and 00T, -!og

1nsure thi-gorroct\glacolqnt of the 1ind.
@fo insert the 11ne, ?Qllpy'thoso steps:

-~ can specify’a 11he number somewhere between 200T and 309T'tq'

N

. ) .
t - ’ L !
\ . . . .o '
;
800D / N\ -
°t . - . . R ' )




- Type /LIST~.(RETURN$ " next to 1ine 9000: -

LJ

o,

' ‘Note that the message with the title "EDITING PRACTICE". is 11sted
.. .1n your QUTBOX {ndex: ~ . S -
15, 'Log‘bff'thc computer. A 1ist of the special oditing.connanﬁs 1s .
: on the next page, ' - o L ' . _

- .

o .

: 37
T o
- 33 -

UKt the T prompt, type the-following: . | nnmrwagzﬂﬁ,;wg;ﬁ 3
" 250T DELETE THIS MESSAGE WHEN YOU RECEIVE IT.

- Note that by.utin 250T as the line to'bp'jnsortqd.'thé liho'was .
. placed between 200T -and 300T, . The /LIST command renumbered the
- 1ines. The message should now look as it -did originally.. :

" Y Y
"Type /END * (RETURN).~ to end the distribution section: . -

- Igg*oufaox number qnd'fho»tiflo'of the qosstge.wiil'be printgd;

. there. To see that the message is there, 1{st the OUTBOX

9000 /LIST AR

I1f you had several lines to insert into a message, and there were .
no available line numbers remaining within the desired range, you
could use the /LIST command to renumbér your 1ines then finish-
inserting. ' .'Y oo . T T .

L~ ) g [
.

- 900D /END

Typo ;himﬁoubf.u“(RETURl)_l.td tﬁ( SENQ prompt; 4

SEND (YES/NO) ?. N (RETURN) e .

f

This message will stay in the OUTBIX section of your naiibbx_“f
until you delete 1t. Even 1f you had sent it, it nould;ro:a;n ~
index: - .

©

<

? QUTBOX ~ (RETURN)
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&

wue»AIhosam&gcmthoged$t~connends,thctilly~;qwusedwwhdle»creat#agwa~nesgage;
. CONTROL H or o . e U | S
BACKSPACE May be used td backup one or more characters. The computer
* . you are using may accept one or both of these fo-nats:
/ ~ The / command may be used while in the text section or the
- distribution parameter section. This will return a question
N * a2 mark so that you can give a new command to fnsert, rewrite, .
‘ ~, or delete a¥1ine, . - - ' S
Yo insert a line, type in a new.line number followed by a T
: Or-a U, The new.line number must be within the range of .- |
7 Tine numbers for the section it {s to be inserted into., If |
o 'there are no available 11ne numbers the /LIST command can be
used to renumber all 1ines in multiples of 100, so that you
can .insert 1ines. - * . _ L :
To rewrite a 1ine, type in the 1ine number and the letter T -
i rewriting & Tine of text) or D ({1f rewriting a
v .. distribution 1ine), and type in the new information. .
. : To delete .a text or distribution l1ine, type in the line
:ul er followed by the letter T or D and press the RETURN
- key. o L - o . .

/LIST = /LIST may be typed while ih the text section or distribution
—_— . - parameter section, This command will renumbder all lines in-
7 ==~ wultiples of 100 and print the outbox message being : -
o sr??tod.d'Thjs command must be given with the slash and the.
- ull word, . Te—— [ | B

R .

. JEND .~ If you are in the text section then /END will bring the you -
. into the mailing parameter sectiqn. The mailing parameter
section will automatically lead into the distribution '
.parameter section. If you have finished the distribution
parameter section,-/END will end the CREATE command and ask.
1f you want to send the outbox message just created. This
. command must be given with the slash and the full word.

-
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RERLXlNG'TO A MESSAGE'

Vs

The REPLY command will a11oy ou to rep1y to specific INBOX item (a
message scnt to you). The REPLY coamwand is: s1m11ar to the CREATE :
command, because you are actually creating a message. The REPLY

- command however, will use the title of the message you are replying to
for the title of your message. The command also enters the author of
. the message you are replying to ‘as the user'who is to receive your
nessage. _ ,

A sample REPLY’ ‘session 1s shown below (responses to the prompts are
" . underscored). An exercise on rep1y1ng to a message begins on the nextv'
page. - -, :

- | ‘Reply Sessign ,
? REPLY . o ‘.

INBOX WUMBER ? 3 - - o -
TITLE: Pnonucrxvxrv MEMO  AUTHOR: JGAYNOR™ - ITEM I0: 001-0082M
REPLY (YES/NO) 2 YES = | |

_ 'OUTBOX NUMBER: 6 — N - .
TITLE: PRODUCTIVITY MENO  CHANGE TITLE (YES/NO) 7 N

*##TEXT ENTRY*#**
- 100T 'THE STATISTICS FOR NOVENBER INDICATE .
IN-TlUl!I3F_TI_TFTFS_TU—FugTUF___-_'

2007

300T 7ERD L

»** MKTLING PARAMETER ENTRY**% . | DL

400M PRIORITY: 3 : ¥ CHANGE VALUE (YES/NO) ? NO

500M SECURITY: 3 . CHANGE YALUE (YES/NO) ? NO

600M HOME CONFIRMATION: NO CHANGE VALUE (YES/NO).? RO

700M REPLY REQUESTED: NO CHANGE VALUE (¥55/n0) 1 N0 .

- #**DISTRIBUTION PARAMETER ENTRY*#¥
10000 MPOSTMASTER ~ )
11000 TERD . . -

,OUTnox‘IUlnsn 6 .

TITLE: PRODUCTIVITY MEMO

SEND (YES/NO) ? YES
(ITEM 1D 001-0084K AS BEEN PREPARED FOR SENDING

@

\ =-35-
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~ Exercise 8 - Rq!lxing.to a Message -

,}.Pr;ético,using_tho RE?LYjcoauiﬁd‘by~followfng the ktdpd belqw..'.

'Call .the computer, and log. on.

" Choose a message that you would 11ke to repl& to (print the
-number,

At the ? prompt, type: .

. to the REPLY.command. The different formats for using the REALY

TRy

3 new title. Type the title as 1isted below and press .RETUR

-

List t?o INBOX'ioisago 1nd¢x'(u§ssigos sent to you) by typing: -
) INBOX (RETURN) |

entire message {f qpcgssary)‘and make a note of the message

a

REPLY 4 .
‘~ .. -or |
R~ -~ (RETURN)

|

‘number of the message you are
T you noted 1h step 3,

The computer will ask for the fnbo
replying to. Using the message nim
answer the prompt as shown below:

. INBOX NUMBER ? # (RETURN |
NOTE: You also have the option of fyping the losiago,naubir ne
command are: REPLY #, R.#, REPLY, and R.

Next the title, author, and MAIL ITEM ID ‘will b;'printod and you .
will be askgd 1f this is the correct message.  Answer YES or . P

TITLE: xxxxxxkxxxxxxng Auyuon:.x&kxixxx 1TEN 1D:

J
REPLY (YES/NO) ? YES (RETURN)

The OUTBOX number .and the title of the message will be printoli
Next to ‘the title, a prompt will ask 1f you want td change the
title. Type .YES or Y (RETURN) to this prompt.~Fhe. next
Tines will 11st the OUTBOX number again, and allow you“to-&y:o in-

OUTBOX NUMBER: # L :

- TITLE: XXXXXXXXXXXXXXX CHANGE TITLE (YES/NO) ? YES -
OUTBOX NUMRER: # . - S
TITLE:- REPLY PRACTICE. |




‘ /78, Complete the text and uili'ng”ganntor sections as 1isted
Lo -+ below., :Remember that you should NEVER change the Priority and
Security values of 3 or the Home Confirmation value of NO. -

#w*TEXT ENTRY#** L
. 100T I AM PRACTICING THE REPLY COMMAND. YOU MAY
‘ 2007 DELETE THIS MESSAGE WHEN YOU RECEIVE IT,
- 300T /END | S e
#**MAILING PARAMETERS ENTRYwww

~ 300M° PRIORITY: 3 ~ CHANGE VALUE‘sYESIQO; ? NO -
- 400M SECURITY: 3 - ' CHANGE VALUE (YES/NO) ? NO .
" 500M HOME CONFIRMATION: NO . CHANGE VALUE (YES/NO) ? NO
600M REPLY REQUESTED: NO CHANGE VALUE (YES/NO) ? NO .

9. The distribution section will follow, and will automatically give
. . you the first distribution parameter. This 1s the same name as
 the author of the message you are rcplying to. Type /END
(RETURN) “.in 1ine 800D to end the distribution parameter section. .

 #*#DISTRIBUTION PARAMETER ENTRY#*#* B "
700D XXXXXXXX ) o
: 8000 /END - .

R - . 10, . The OUTBOX number and title of the message will be printed. The.
: . c next prompt will ask 1f you want to .send the message. Answer
YES or Y  (RETURN). A message saying the {tem has been prepared
. for sending will be printed, I _ SR :

OUTBOX NUMBER: # -

TITLE: REPLY PRACTICE

SEND (YES/NO) ? YES . , o .

ITEM 1D ###-#4##4 HAS BEEN PREPARED FOR SENDING: .

- o 11;' Log off from the naiqfcouputor.

4




] l‘ 0 FORWARDING A MESSAGE - -f../(

' Tho ‘FORWARD couuand will allou /ou to sond roceivod INBOX messages to.
" other users. To insure that the message stays the same, the FORWARD
command does not permit changes to the title or the text. Only tho

distribution paraloturg ‘may be ontorod.

A sossion showing the FORWNARD command 1s 11sted below (responses to

prompts are underscored). Starting on the next page is an oxorcisc to

follow that uses the FORWARD connpnd.

| TITLE: TASK FORCE NEETING

' Sample Session Using-FORHARb, ]

.2 FORNARD <

_ INBOX RNUMBER 2. 3 . E |
TITLE: TASK FORTE MEETING AUTHOR S. aouzs ITEM 10: 001-0079M

FORWARD (YES/NO) ? YES . | .

“QUTBOX NUMBER: 10

'**rnAlLlus PARAMETER ENTRY#** ‘
100M PRIORITY: 3 - CHANGE VALUE (YES/N

0) ? NO'
200M SECURITY: 3 - * CHANGE VALUE (YES/NQ) ? NO'
.300M HOME CONFIRMATION: NO -CHANGE YALUE (v551ng; ;;gg

400M REPLY REQUESTED: NO CHANGE VALUE (YES/N
*¥% DISTRIBUTION PARANETER ENTRY #+v .
5000 MANCHORAGE . |

600D S -

ouTBOR RUMBER 10 - N S
(TITLE: TASK FORCE MEETING o

'SEND (YES/NO) ? YES = o -
ITEM 1D 001-0082H FAS BEEN PREPARED FOR SENDING

7




Exercise 9 - The ronwAao"boa-und '

"Practico using tho FORHARD colland y follouing the stops bolow.

l."“ ‘Call the computer, and 1og on. - ,,,/4”’L’
2, List the xnsox lostago 1ndox,£ne£t1yos sont to you) by typing."
B »W,f’%NBOX’ (RETURN)

;-*’f” - 3, "Chooso [} lossago to forward (print tho entire aossago it -
o IR nocossary) and make : note of the lossago number,
4, At the? prolpt. typo. S .L
|  FORWARD ,
o er ' .
L (RETURN) _ |
8. - The computer will ask for the 1nbox nulbor -of the nnssago you

are forwarding. Using the message nulbor you noted in stop 3, .
| answor the prompt as shown bolow. .

'.‘l' L o xnaox NUMBER 7 # (RETURN).

v uorz You also have the. option of typing tho nossago nulbor
.~ next to the FORWARD command. .
. The different formats for using tho FORHARD couland aro.
- FORWARD ¢,

" . F #, FORHARD. and F., I i . IR
6. Noxt. the title, author, and NAIL ITEH ID will be printod and
youywill be askcd 1f this 1s tho correct lossago. Answer YES
.oor Y ¢ R
. TITLE xxxxxxxxxxxxxxx AUTHOR: xxxxxxxx ITEM 1D:
###-!000# : ' -
FORHARD (YES/uO) N 4 YES (RETURN) ,
| S The ouTBOX nuubor and the titlo of the lossagc will be printod

ouTBOX NUNBER. ¢ |
TITLE: XXXXXXXXXXXXXXX

78; Complete the lailing parameter section as listod below.
"Remember that you should NEVER change the Priority and Socurity
values of 3 or tho Home Confirlation valye of NO

1

| ***MAILING PARANETERS ENTRY###

: . S 300M PRIORITY: 3 CHANGE VAL'.LE (YES/N ) 2 NO
I -~ 400M SECURITY: 8§ 'CHANGE VALUE (YES/NO) ? NO
Sy ' 500M HOME CONFIRMATION: NO CHANGE - VALUE (YES/NO; ;3=0 .

o 0

600M REPLY REQUESTED: NO  CHANSE YALUE (YES/NO
.3 43
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B - N
Tho distribution -section- wii'l fo'l'low.- ¥B HPOSTNASTER—mt—tu—“—A . .
‘the first distribution 11ne and press RETURN. Type /END | -
}RET?RN) in the next 1ine to end the distribution parauetor
‘section. . | o

: NOTE You can uge the odit connands. / and /LIST to chango 1nes
while in the di tribution parameter section.

#+*DISTRIBUTION PARANETER znrav*** S
7000 MPOSTMASTER = . . . ‘ -
| -800D /END . B _ ' : , L
10, - The oursox numbor and title of the acssago will be printod o
The next prompt will ask if you want to send the ncssage.
Answer NO or N (RETURN)
- QUTBOX NUHBER:

TITLE: XXXXXXXXXXXXX
- SEND (YES/NO) ?

0UTBOX NUMBER # HILL NOT BE SENT' '

_Ji; Log off from the main coqputor.:




copv¢ne*AmnESsAcs

Tho “0PY command will copy an INBOX message into an OUfBOX'nossago\so"’-
" that 1t can be edited and sent., ollow the steps below to learn the
COPY counand © Y | | ; i f R

'Exorcise 10 - Copxjngﬁa Nossagg

\]

1. Dbia&l 1nto tho nain couputor apd log on.-,
2. At the ? prompt, type: |
- CoPY.

. 1, .
" - co - (RETURN) '_ ) N
.3, The computer will ask for the 1nbox number of the- message you are

. c0p71n9 pAnswer the prontt as shown bolow. using tho numbor of an .
INBOX uassagc you would 11 to copy. . A

INBOX NUNBER ? ’ (RETURH)

NOTE: Vou also have the. option of typing tho lossq ¢ nuuber next -
"~ to the COPY command.: The different formats for us ng tho COPY
conland aro. COPY ¢, CO ¢, COPY. and CO.

4, 'Noxt. the titlo. authof, and MAIL ITEM 10 will be printod and you .
| “wil1l be asked {f this {s the correct message. Answer YES or Y,
- A message w111 bo displayed giving the now OUTBOX message number.

- . TITLE: XXXXXXXXXXXXXXX AUTHOR. XXXXXXXX CITEM ID:
i#' T LT -

: COPY (vzs/nw) ? YES (RETURN) | " ‘
s 'rnsox NUMBER # HAS nseu SUCCESSFULLY COPIED INTO 0UTBOX
NUMBER |

NOTE: lf the COPY colland 1: used on an INBOX nossago that 1: not
rintable, the INBOX message will not be copied. A message will
e displaycm saying ‘the message {s 1n unprintablo fornat. :

5. To see that the message has been copied 1nto an OUTBOX 1tom. 11st
the OUTBOX index. At the ? pronpt. typo ouTBOX - (RETURN)

_ ? 0UTBOX (RETURN) .
6. You probably noticod that when' you 1ssuod the COPY command, you
were hot given the chance to charge the title, text or any other

parameters. To chan? the newly created message, you must use
the EDIT command, which is explained after this exercise.

7. Log off from 'the main computer.

-4 -45 o
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EDITING A MESSAGE ALREADY CREATED

}
4

There s a specidl fDIT command which ailows'you to“bdit Q ﬁesiage thaf'
is already 1n your OUTBOX. The editing commands /, /LIST, and /END are -

used. The only difference is that you are not in the CREATE function
when you are using them. ‘ S - o .

Here youiw111'1§arn how_ to change an OUTBOX'iten (a message that you |
have already created) using the EDIT command. The EDIT command allows :
chango: to OUTBOX {tems that have been created using the following
:commands: : S | , . C

CREATE = -
coPY

- REPLY
FORWARD

. 1f the OUTBOX message was created using the CREATE, COPY, or REPLY
. - commang: o - : P - .

any line in the outbox message, title, text, or mailing or
distribution parameter may be edited. " N - B
Special note: The first time an OUTBOX message which was created
by the COPY command 1s edited, the computer will automatically
bogi? the mailing parameter section followed by the distribution

The cdjting'ccmwands;uséd while in the EDIT function are:
/, /LIST, and /END '

BACKSPACE or e o .
CONTROL H May be used to backup one or more characters

ESC (RETURN). ij'bo used to get out of the'EDIT command. - The
o ‘0o1d OUTBOX lossage will stay the same, but a new
OUTBOX message will be created which has all the

changes that were made during the edit session.

. The only exception is when the message being '
‘ed{ted was created with the FORWARD command. In
this case, the original OUTBOX message is replaced
with all the changes that were made during the
EDIT session. S ' 4

\

16 o .




@  The following 1s a
L prompts are undorlinod.‘

sanplo snssion u:ing t

he EDIT colaand : Rosponsds to

b g

};uEDIT ouTBOX 4
TBOX NUNBER ¥
TITLE: TEST NESSAGE
CHANGE TITLE (YES/NO) ? NO
? JLIST
10 1S IS A TEST MESSAGE FOR THE
- 200T MAILWAY POSTMASTER.
300T PLEASE DELETE WHEN RECEIVED
4007 THANK You
. 500M PRIORITY: 3
« 600M SECURITY: 3
- . "7T00M HOME CONFIRHATION YES
800M REPLY REQUESTED: NO .
9000 MPOSTMASTER. '
10000 /DIVRE

; 3007 PLEASE READ THEN DELETE. -
. REPTCACE OR CREATE A NEW ITEM azron:
. . - | . REPLACE 0UT8OX nunazn 4 (YES/NO) ?

y : " OUTBOX NUMBER 4 REPLACED .

. SEND (YES/NO) ? NO =

;ouvaox nunazn 4 lTLL NoT ae szar

. - Edit Soi;ion~ .

##*COMPLETION OF THE LIST OUTBOX*** =

EXITING (YES/NO) ? YES
YES




- vExoréiso TT -'Tho'EDlT COIIQnd

‘ Practico oditing (] nossago that was croatod with tho CREATE COPY. or .
REPLY COIIInd.

1. Got the tornina] roady. call the coaputor. -and opon your nailbox.

2 Create 2 message to use for editing using tho following sanplo
e CREATE | | - ' |

OUTBOX NO: #
TITLE: EDIT OUTBOX PRACTICE

| whaTEXT ENTRY###

J. 1007 THIS MESSAGE WILL BE . USED FOR ENITING PRACTICE.
200T 1 AM CREATING IT USING THE CREATE COMMAND. .
300T /END
*+*MAILING PARAMETERS ENTRYw##

. DO 'YOU: WANT TO USE YOUR DEFAULT nAxans PARAHETERS (YES/NO) 1 YES
" 300M PRIORITY: 3 .
- 400M SECURITY: 3
500M HOME CONFIRMATION: NO -
~ .600M REPLY REQUESTED: .NO
- ¥**DISTRIBUTION PARAMETERS znrnv***
7000 MPOSTMASTER - ,
8000 /END - .
~ 0UTBOX NO: ¢
. TITLE: EDIT OUTBOX PRACTICE

 SEND (YES/NO) P N0 |
.. OUTBOX nunazn # WILL NOT az szur

-

3. i Now you can odit the OUTROX lossage you have created.
At tho (3 pronpt. typo.,
EDIT .
: or
E (RETURN)

4. The couputcr will ask for tho ouTBOX number of tho lossago you
are editing. Type the message nunbor of the message you Just
created and pross RETURN. . .

OUTBOX NUMBER .? ¢ (RETURN)

.Hhon 1ssu1ng the EDIT colnand. occlsionally the conputor will

- choose the message number from a message that was just worked
on. In this case, 1f it 1s the correct message, continue with
‘the edit. If 1t is not the nossago you want to . edit, answer NO
to the edit gronpt. and spocify the correct nossage nunbor next
to tha new EDIT prompt,

48




NOTE: You also havo tho option of typing the: los;agc nuubor noxt ‘ i
to the EDIT command.

" The different formats for using tho EDIT connand aro' EDIT #.
#, EDIT, and E. , " ‘

Moxt. the titlo. author. ‘and. MAIL ITEM ID will ‘be printod and you‘7'
will be askod 1f this is the correct lcssago. Answer YES or ¥ :

-TITLE: XXXXXXXXXXXXXXX AUTHOR. XXXXXXXX ITEH ID: -
.'#l-!#### : R

EDIT (YES/NO) ? YES (RETURN),_.

. Tho couputor will res ond with.a ? pronpt. L1st'tho}mossage by
typing /LIST (RETURN) next to tho PfO.Ptc | |

? /LIST (RETURN) _
Change lino ZOOT by typing ‘the following noxt to the ? prompt"
‘ ~ ?.200T I AM EDITING AN OUTBOX 'TEM | y

|  End the edit scssion by typing /END neut to tho ? pronpt"

¢ 7 /END . - (RETURN)

Answer YES to tho next questions°

REPLACE OR CREATE A NEW ITEM BEFORE EXI ‘NG (YES/NO) ? YES
- ‘REPLACE OUTBOX NUMBER # (YES/NO):? YES - -

-The colputor will rospond with a lossago saying the 1tou has’ boon-
: froplacod. Answor NO to the sond prolpt' o

.fOUTBOX NUMBER # REPLACED
“SEND (YES/NO) ?
OUTBOX NUMBER # HILL NOT BE SENT

Log off from tho main computer. "




- “to and receive messages from the bulletin matlbox.

- The bulletin mailbox can be used in two ways:

=" THE BULLETIN MAILBOX

- The bulletin mailbox can be compared to a centrally located bulle .
. board. A message that ua*_ho of interest to more than one person or
office 1s posted on a bulletin board for everyone to read. The '
~bulletin mailbox serves the same purpose.. Any user can send muessages

(1) Tp check for mail - thfsAquuiroi opening the bulletin
I : najlbox and 11sting the INBOX {tems

(2) To send mai1 - messages are created from your own - .
: . . maflbox and sent to the bulletin mailbox.

- This maflbox may contain messages that are i{mportant to- you or your -,
office. It should be checked periodically just as you check your own -

mailbox. You can dial in, open-the bulletin-mailbox, and prirt.any or

811 of the messages that are stored there.. - S L

. ~
o\

Exercise 12 - How To Check the Bulletin Majlbox

1. Call the computer. " . , .
"* When prompted . gnrsn NAME |
type: . - MBULLETIN :(RETURN)-
Over the password mask LT
‘type: BULL. (RETURN)

1
¥

- The computer w111-disp1ay;thi standard greeting 1ines.

The bulletin mailbox 1s set up exactly as any other mailbox on
- the computer. As ' {s the case with any one mailbox, only one user
‘can access it at a time because only one ID and password will
open 1t. If some other user 1s currently into the bulletin
-mailbox when you try to open 1t, the following message will be
displayed: S ' ' e

" ACCESS DENIED. YOU ARE CURRENTLY ACTIVE ON ANOTHER LINE, = -
THIS MAILWAY SESSION HAS BEEN TERMINATED.

¢




2. You can now 1ist messages just as you would 1f you were-chock1n§
your-o:n mailbox, using the valid 'formats of the PRINT INBOX '
command. ' - _ : ' Ct

"The next time you check the bulletin majlbox you may notice that
some cr all of the messages are gone. This‘is because bulletin
messages are kept for only 14 days from the date of receipt. -
After this time perfod the computer automatically deletes them. - -

It's a good {dea when checking the bulletin mailbox, to print the
~ INBOX ‘message index first, using the INBOX command. This way you
‘avoid printing.in entirety those messages you have already read
- or do not need. o v e S ' C

O

Exercise 13 - Sendigg'uessagés to the Bulletin Mailbox

~ If you have a message that needs to be sent to all (or several) users,
you may want to use the bulletin maflbox. By using the bulletin
mailbox, you will be able to send the message only once and al) users
will have access to 1t. Remember that messages in the bulletin mailbox
are deleted after two weeks. : . S ©
- A 'message to be sent to the bulletin mailbox is created the same way as
any other message. The on1¥ difference is the distribution parameter
" (11ne. number followed by "D") where you specify a valid MAILWAY e
address. . To send a message to the bulletin matlibox, enter MBULLETIN as
the address. NOTE: You should use a title that reflects the subject
g:tte: gf.;he message or 1f applicable, shows to which users 1t-1s

1. Call the computer, and open- your naiihp;.i

\\ 2. Wait for the firsf-? pfompt.

.\\

\
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. Croato a message as shown below.

? CREATE e | o I
OUTBOX NO: ¢ - | -

. TITLE: BULLETIN TEST HESSAGE

**#*TEXT ENTRY##**
100T I AM CREATING THIS MESSAGE ron ruz BULLETIN o

20C: MAILBOX. . , o -
300T /END S . o -

w**MAILING PARAMETERS ENTRY***

DO YOU WANT TO USE YOUR DEFAULT MAILING' PARANETERS (YES/NO) ? YES
300M PRIORITY: 3 , _ -

400M SECURITY: 3 S
~ 500M HOME CONFIRMATION: O
 §00M REPLY REQUESTED: N '

***DISTRIBUTION PARAMETERS ENTRY***

700D MBULLETIN . - ; o

800D /END T - . , B
" QUTBOX NO: # - L
-TITLE: BULLETIN TEST nzssAaz

~ :SEND {YES/NO) ? NO
OUTBOX NUMBER # WILL NOT 13 SENT

. Do not send this/nsugo. You ny honvor want. to uvo it to Lt . k
- use as an oxauplo whon -you need to send a Bu oo :

Tletin. message. ‘
1 o ‘.‘..

-




‘-. o TROUBLESHOOTING,

If you ere having problems or need he1p, try to p1npotnt where the,
problem is originating. You can ask for help from someone in your
office or town who is familfar with the equipment or the mail system.
Keep a 11st of names and phone numbers of your equipment maintenance
~ contractors, whoever 1s responsib1e for .repairs on.your equipment. 1If
¢ . you suspect a prob1en with your equipnent check the fo11ow1ng.

Check thet everything is p1ugged in, check that the wall socket
- that they are plugged into 1s working. You cen test {t by
A ,p1ugging some other epp11ence in that you know 1s working, a
amp, a fen, a clock., .

Check the cable connections between your systen devices.' One of
them could -have cone 1oose.

.Irykr:-setting your equiplent by unp1ugging it then p1ugging it .
ack 1n,
; .

| Make sure you heve the correct settings on eech piece of

- equipment. : . \
- Read the eQuipnent manufacturer’ $ nenue1s. o o , 37.
. " If you are "unable to get to the point"where you d1e1 in, there

may be a problem with your terminal or computer or the progrens
thet run your conputer. AR .

1t you are eb1e to dial 1n but can't reech the computer, there

may be a prob1en with the phone 1ines, a modem, or the main Y
computer.® Sometimes the main computer {s ‘down, due to power
problems or for system mainmtenance. At present, Friday mornings

- from 6. A.M. to 9 A.M. (Alaska time) are resarved for system 5
maintenance on the'main computer. ‘If it 1s ever necessary to
extend this “"down® time, you will be notified by the Postmaster.

‘If the phone 1ines. are busy, there may be several other users
dialed in at the same time you are trying to call. In either
cese.,try die11ng the nunber egein at a later time.

If you can reach the main computer, but can't get® any ve11d
‘responses from it, there may be a problem with the programs that
run the mail systen on the main computer. Call the Postmaster.

1f you are getting an INVALID status on a command or address you
are typing, check to make sure you are not typing a zero in p1ece :
of an e1phebet1c 0 -or vise-versa. -

If you are connected and logged on to the main computer and need

S information on MAILWAY commands, type HELP, press RETURN, and "the
. computer will respond with a 1ist of all the commands. A .
‘ detailed description of a specific command may be obtained by

. typing H followed by the command (full word). For example, type
H CREATE for a description of the CREATE cqmmand. o

ERIC o Lelsy




It you still aren't sure, contact the Postmaster. The address -and.
phone number is 1isted on the first page of this book. If you use a

~ Gnat computer aqe suspect 4 problen with 1ts operation. contact the -
-Postmaster, -

Become familiar with the conte‘hts of the other MAILHAY training :
guides.. They are\lisged on the next page.

\
'
\
-,
-
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. tell the MAILWAY system what you want to do. It shows terninal screen

- EMS HAILHAY Conu.nd uick Rﬁforonco Card

system.

¥

. OTHER nAILhAv'agrzaznce eurozs

P

Electronic Mail s ston NAILHAY Reference Manual -PINK- This reforonco g
"the terms used w ‘system. It also
describes . in detafl all of the special words. (commands) that you use to

examples of sossions using these commands.

-GOLD- a quick refarence
.-up card on commands . A o _
Eloctronic Hail System MAILWAY Batch Hode -GREEN-\Short oxplanation of
creating and sending batched messages. hese are messages that you can
create on your own. conputor. when you are not dialod into -the HA LHAY

stem - MAILHAY GNAT Roforﬁnce Guide -BLUEY Using the .
computer y~»u use & Gnat computer to aLleEs
the mail systeu. you should havo _a copy of this guide) Co

Electronic Ma11 S

55
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AN

The folloiing iro.ddf1nitions“6f terms used i

?

- Batch mode

fCouland

Communications softwart .

__Colputér

" Connector cables.

;j‘Distiibution .

’Dcfaﬁlt'

Delete
stion

éloctrbnic.nuil/Systol

Inbox

inbox fndex | I

Interactive

Log off

'Log on
" MAILWAY -

'MPOSTMASTER |

_-the user"’
' storage of oloctronic ‘messages -

“part of a message which contains tho g
' addrossos of rocipionts' . -

"Education on Juncau

'..valid addresy

GLOSSARY
this guide.
1 |

|
-

MAILWAY prompt |

IR
-ossagos crcatod in batch mode are croatcd on
the usor s colputor. before dialing in

an answor givon to-a NAILHAY systcn prompt

pro rams that allow a conputer to comnunicatc ‘
wit othor colputors )

$ computer alldws the control and .

connect conponqnt: togothor

,'autolatic. 1nforaation that' MAILHAY gives the
" user and s usualIy not changod

to remove aossagos fron the Inbox or
Outbox . . .

[at " "

’ . ‘ |
. . .

- o

' ' .

'callod an Eus. uses computers and tnl.phone

Tines to send messages from one point to |
another | Co 4 /
no:;ion of lailbox which contains 1ncon1ng _
ma , | | 'i

I
short listing of nossagos containod in the
Inbox

online, ‘starts when a Conniction 1s
etablished with the main computer and ends
when disconnected “rom the main computer/ °

to disconnect frol tho main computer
to {dentify yourself to the lain conp tcr

tho oloctronic mail system that resi os on
the Wang computer at_tho Dopartnont of

for the MAILNAY postmaster

96




Mailing paraneter section thc part of a message which speciftes: how it

Mailing parameters

Message title

 Modem

i .

Outbox index
Outbox
Password

‘=-Phonc

. Poiér cordsv

Printer

Prompt

- Text line

Text section

User ID -

will be sent; contains default values, only -
the Reply Requestod value may be changed by :
the user

" information set up by the Postmaster which -

controls how messages are sent; only the
Reply Requested value nay bo changed -

required when crcating ] nossago, must not
excood 25 characters .

allows a computer to communicate with other
computers that are separated by distances,
converts phone signals to data signals and
data signals back to phone signa1s :

short 1ist1ng of nessages contained in the
Outbox ' . .

portion of na11box which contains outgoing '
mail, messages created by the user .

1inks with the user ID to screen unauthorized
users -

establishes the connection iith the main

~computer $0 that data can be transmitted. -

~.connect eich'conponeht to the power supply -

‘used with the EMS to print 1nformation for
distribution

a4 question asked by tho MAILNAY syston

- exceed 71 characters

line from the body of a message, must not

the part of nessagc where the actua1 11nes of
the message are written

tells the main computor that you are a mail
system user and what your address is ~
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. and printers). You can think of your terminal as a maflbo

ELECTRONIC MAIL SYSTEM - MAILWAY REFERENCE MANUAL| -
INTRODUCTION -~ -~

A

\
|

This reference mandal will deal only with the interface of EMS with the
-MAILWAY system. This manual does not contain specific instructions for
use on a Wang terminal, or for creating off-l1ine batches, as with the -
Wordmaster (TM) text editor. However, many of the basic concepts of how.
MAILWAY works are discussed, and should provide the user answ;rs to
questions that may not be covered in the Mailway tratning ma erials.

The Electronic Mail System (EMS) 1s 1ike the Postal Service/except it is -
done with electronic machines- (telephones, 2 computer, com;ute; terT;?als,
. Youw '
check 1t for mail coming to you, and use it to send mail going out to
other people.’ You can think of the Wang computer in Juneau as the post
. office. . When you send letters, they go through the post office to the
person who 1s. to receive the letter. The post office "processes” the
mafl. The computer 1s the processor in the Electronic Mail System., .
Messages go from your terminal to_the computer where théy are directed to-
the person who will receive them. ' o

60




OLD AND NEW EMS COMMANDS -

Y. S

The MAILWAY system is on the Alaska Department of ;dhcation'slwang .
computer. Changes in the way EMS is used have taken place, because the
system vas switched from the DEC.computer to the Wang computer.

- The primary-difference in the two systems is thatithe commands useqd to

operate EMS have changed.

For those of you who are already familiar with EMS, a comparison of the
commands is 1isted below, . N A L

01d EMS System

New EMS MAILWAY System

JLIST INBOX
/HELP HELP
(NONE) - - OUTBOX
(NONE). - AUTHORIZATION
/CREATE CREATE
(within CREATE)-/EDIT ~ EDIT
* (within CREATE)-/SEND SEND
(NONE) - . COPY

/PRINT PRINT(can print inbox or
. _outbox messages)

" /DELETE DELETE (can delete inbox

- or outbox messages)
{:gsg?RD FORN¢RD . ' .

' REPL '

/RECEIPT ) (NONE)

(NONE) STATUS

/QUIT L

(NONE)

. /ADDRESSES
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GLOSSARY OF TERMS

This manual has been written in a simple form, to avoid technical terms as
much s possidle. Some words will come up when using the MAILWAY system,

- though, which may be hard for the MAILWAY user to understand. Some of

" these tarms and an explanation of their meaning are 1fsted below,

‘ Any of the terminals in
~ the schools or offices,
L such as BEEWIVE, . ‘-
S TI-SILENT 700, or APPLE
I ‘11, that are not Wang

| Byte ' o \,,. - _Character. Letters,
‘ punctuation marks.

Command | '\, Instructions the user
. » \ gives the system to let
{1t know what they want to ‘
v - do. These are specific
v+ . words, They are 1isted
- . 1in the next section,

Terminal .

- Confim S - » + The system will often ask
- : . , i for confirmation of a
. command. - This gives the 4 :
. user & chance to efther S
-y change their minis or go ‘ |
i ahead with the command.

. . Automatic. Defaulted
| «i information 1s
: ~+  information that the

. ~ system gives the user,
-\ and the user accepts
A \ without changing. .

Default

b )

Erase Or take out .
something which has been
. entered onto the computer.

.- Delete

Distribution : ;
Parameter The section of the

- Mailway message where. the
user tells the system who

to send the message to.

Edit

Make changes to something.
that has been entered

‘onto the computer. " !




-Enter .

~ Generate : '
-1tem

‘Mailing Paremeter

. Network

~ Processing

" Prowpt

. To type something on the
. tarminal and then press
the RETURN key g0 that

- the computer in -‘uneau
understands that the user
is "talking to.1t.* ‘

Produce
‘Message .

Priority, Security (these .
should always be left at
3), Home Confirmation,

(this should be left at
NO) and Reply Requested.

- .The whole MAILWAY
" system. A1l of the
. - terminals at esch
location, the Wang @

computer in Juneau, and -
the te)aphone 1ines which
connect them form the
'h”l*. ’

The things which the

.computer. does with the

message, such as read the

message, determine who 1t -

is to be sent to, direct .
the message to the users
who are to receifve {t,
send the title of the

- message to the sender's
-outbox, ete.

A symbol that lets the
. user.know that the system

1s ready to take a -
conmand. The only prompt -

in this system 1s a *?°,

!




Reply Requested . ‘ : 1P the user wants a reply.
g o . . to his/her message, enter .
e o o e o "YES" to Reply Requested . -
) o L and give the date you
want the reply. ‘

system " Refers to the MAILWAY
B o ' | ©° computer system,
Térmjnéte o j} I | End. E
Text,  o  . | | : o " The body of the méssage.
" Traveling User'-_”_f IR - . ,.Th1§fmean;’511 users-wﬁo g'

. are using the GNAT, TEXAS
INSTRUMENT SILENT 700,
APPLE II, or any thing:

~other than a Wang
terminal. '
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A\ . .
 MAILWAY COMMANDS |

. \\

-Users have a number of commands for using the MAILHAY system The

following is a brief description of the user commands. The left hand

) column 1ists the command words and abbreviations. For more information on

the functions of each command, type "HELP" or "H" followed by the command

(full word).

For example, type "H EDIT" to 1earn more about the EDIT -

B _command: \
HELP This will print out & 11st of all the commands. A
- H detailed description of a specific command may also be -
obtained as explained above i
LOGON . Links the the user and the MAILHAY system The user
‘ ~ will ‘not type the word LOGON. The system understands:
that the user is logging on as‘soon as they dial up the
- data 1ine on the telephone." \oon as the connection
. 1s-made, the system will ask for the users name, and
11ist the number of inbox messages and outbox messages.
The default mailing parameters are\1isted. A one 1ine
message written by the Postmaster May a1so be 11sted
INBOX Gives an index 11st1ng ‘the mail messages received by
I the user. |
ouTBOX . Gives an 1ndex 1isting the mafl messages written by
0 .the user. .
AUTHORIZATION Lets the user.change the default mailing parameters,
A : which are Priority, Security, Home Confirmation, and
- Reply Requested. The user should leave Priority and
| Security at 3 o - 3 o
CREATE Lets the user create an outﬂox message., A
- C sendable message is made up of text, mailing parameters
and distribution parameters. : :
EDIT Lets the user change outbox messages. '
£ , ,
COPY - Lets the user copy an inbox message into :an"
co outbox message.
PRINT _ Lets the user print 1nbox or outbox messages.
3 ' °
DELETE Lets the user delgle inbox or cutbox messages.
D '
SEND Lets the user send outbox messages through the
) o MAILWAY system.
FORWARD " Lets the user sehd received inbox meséages to
F other users. i
Q ‘ . » .' ) ) B . .65 l




REPLY o o "Lets the user respdnd to theraufhor of a recefved
R -+ 1inbox message. The title, mailing, and distribution
: ' parameters will already be written for the user.

STATUS - Lets the user see 1f the'dutbox message has been
ST - . received. | ' , o
L’ - Ends the session. .

This stands for “Logof?“ and only the abbreviation
"L" will be used. ' ' ' '

Three more commands cah be used when 15 certain sections of-the mail
system, : - : . - .

\\‘

/ o - The / commgnd'hay be used while in the text section .or

the distribution parameter section. This will return a
‘question mark. sc the. user can give a new .command. If

- there are no available 1ine numbers the /LIST command
can be used to renumbér all 1ines in multiples of 100,
so that the user can insert 1ines. To rewrite a 1ine
type in the 1ine number and the Tletter "T" (if
rewriting a 1ine of text) or "D" (if rewriting a

_ distribution 1ine), and type in the new information.
To delete a text or distribution 1ine type in the 1ine
number followed by the letter "T" or “D" and press the

- return key. L : o

JLIST .~ /JLIST may be typed while in the Text section ov
- . Distribution Parameter section. This command will ,
.~ renumber all lines in multiples of 100 and print the
. outbox message being created. This command must b
- given'with the slash and the full word. | |

JEND If the user.is in the Text section then /END will bring
: ‘ the user into the Mailing Parameter section. The
Mailing Parameter section will aut~matically lead into
the Distribution Parameter section. 1f the user has -
finished the Distribution Parameter section, /END will

end the CREATE command and ask the user if they want to

. send the outbox message just created. . This command °
must be given with the slash and the -full-word.

.
o
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~ that the user can type a new-command. -

- GENERAL CAPABILITIES

.fo help the user, the following functions can Bg.used. ”

'The'prombt which means that the system is waiting for the user t6 type in.,
. a command {s a question mark, "?". S )

The comman&s,will be Eecognized by their first letter as well as their

complete spelling, except for STATUS which will be  recognizedsby "ST" and’
COPY which will be recognized by "C0". The LOGOFF command wil) work -only

.when "L" 1s used. A1l commands must be typed in upper case (capital
letters). . - o :

The BREAK key can be used ‘at any time thé user is printing a message:

. BREAK w11l stop the printing, end the command, and a question mark will be
_returned.showing that the user can-type a new command. , .

'-The ESCAPE key followed by pressing “RETURN" fs Tike the BREAK key in that

it will end a user command. The ESCAPE key. can be used any time a user .
response is required. The ESCAPE key will return a question mark shgwing'

-

The BACKSPACE key can be-used when changing 1nfofmatioﬁ.‘ Most'térmiha1s
have a BACKSPACE key on the keyboard. If your termin : ot have a
BACKSPACE key, then pressing the CONTROL key at the e time)as pressing

. the letter "H" will work the’ same as the BACKSPACE key. T .BAQFSPACE key
~.can be used to correct typing errors or misspellings. ot

. BACKSPACE removes the character which was' typed just before the BACKSPACE

key was pressed. The user will replace the removed character with the
next character typed. - .




, . | R LOGON 2IMMAND

o

. Once the communication 1ink has been established the user will be greeted
with the MAILWAY center address, and current-date and time.

The user must enter his/her name in thé formit: of first initial foiibwed ,
by last name. Next the user's password is entered. This password must be:
their MAILWAY personal password. The above must be in uppercase. (capital
letters). If the system recognizes the name and password, then the user
will be given all the 1ogon information., If the name and password are not
unique and the computer asks for more information, the usér should éaii

the Postmaster : ) v o :

The user will then be given the number of irbox and outbox messages they
"~ have and the default mailing parameters. There may be a Logon message
written by the Postmaster for. the user. - This message will be used to tell
the users about system- activities, such as {f the system will be down for
a certain. time period

~

’ R v
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INBOX

The INBOX.command will print an index of received mail messages. The : ‘
~largest number of inbox messages that may be 1isted is 999, but 1f there

are more than 999 received mail messages, then the user is told that there
.-are, more fnbox messages that have not been listed. The extra messages may

be 1isted if some of the other messages are deleted.

s~ _For each mat) message received the index will give the following
" . 1information: . . o

Inbox number

Title)with a maximum of 25 characters (Ietters, spaces, punctuation
. marks ' ' - :

Date and time the message was received

Author of the mail message - .

The "MAIL ITEM ID" (a system-assigned ID number)
Priority of the mail message (should always be 3)
Security'of the mail message (Should always be 3)
Approximate number of text 1ines in the mai) mescage

New messa 2 - only printed 1f this is the first time the mail message
‘has been 1isted on the fnbox index o :

 To actfvate the “INBOX command: _ L o
. For all the options 1isted below, “If'mav be used instead of "INBOX".

_“INBOX" - - o . . ' . ‘
Wii! 115t the index with newest mail messages first - .

- “INBOX BY SIZE" - =
-H111 1ist the index with the sma11est number of 1ines first

“ . ‘The ccmmands which can be used on inbox messages are:
COPY, PRINT, FORWARD, REPLY, and DELETE

10




The OUTBOX command w111 print an 1ndex of a11 méssages created using

the outbox at one tdme.

efther CREATE, COPY, FORWARD, or REPLY. As may& as 999 messages can be in

For each outbox message the index w111 give ze fo11ow1ng’1nforﬁation:
Outbox number -
Title)with & maxfmum of 25 characters (letter, spaces, punctuation
marks C

Created - Dat; message -was written

Sent - Last date message was sent or y
~sent | /
Revised - Date message was 1ast edit

d
Forwarded -Inbox message forwarded tz other users

no" {f message'has never been

To activate the,OUTBOX command:
In all the opti ns 1isted be]ow, "o m7y be used instead of "OUTBOX".

) "OUTBOX"
Wil 11st/mhe 1ndex with the o1de7t messages first

"OUTBOX BY SIZE" S .
Wil1l 1ist the 1ndex with the smaV]est number of lines first

.0

: "OUTBOX IF SENT" '
© - Wil1 1ist only messages which h ve been sent 1n the MAILHAY network
oldest lssage listed f1rst

"OUTBOX IF NQT SENT" | '
Nil1l 11st only messages which have not been sent 1n the MAILNAY

networK, pldest messages 11st7d first

The comrands which can be used on/ outbox messages are: Print, Create,
Edit, Send and\ze1ete. / | |
T l 'A "
|

/
S\ . /

i | i 70
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+ AUTHORIZATION

‘The AUTHORIZATION command wil) let the user change their default mailing
parameters for'the rest of the session.. The system sets Security and
Priority to 3. The user should always leave them at 3.

The system sets Home Confirmation and Reply Requested to NO. The user may

change Home Confirmation and/or Reply Requested to YES, If Home
Confirmation is set at YES, the user will be given notice later by the
outbox that the message was recetved.. If Reply Requested is set to YES
- the user will be asked what date they want to get a reply.

12




CREATE

The CREATE command is used to write outbox messages to be sent by the -
MAILWAY systent. The user will type-title, text, and distribution
parameters. Create gives the user 1ine numbers in multiples of 100, which
allows easy insertion, changes, and deletion. When the user writes an
outbox message, it will be stored on the system. The message will remain

there until the user deletes it.

~Each outbox message has a 25 character title .nat must be typed before the
outbox message. Outbox messages have three sections. First is the text
section identified with a "T" after all line numbers. Next is the mailing
parameters identified with a "M" after a 1ine number, Last is the
distribution parameters identified with a "D" after a 1ine number.

The ‘text section contains the actual message being written. The user will
be given a 1ine number followed by a "T", No changes will be made at this
timé except by using the backspace key or control H. When the text
section is finished type in /END to begin the mailing parameter section.

Mailing parameter section is identified by an "M" after the 1ine number.
‘This sectYon 1ists the Priority and Security. of the mail message and the
Home Conffrmation and Reply Requested values. The user will be asked "Do
- you want o use your default parameters ? (yes or no). The user should
type "Y*%or “YES", - ~ | - o

Distribution parameter section is identified by a "D" after the 11ne
number. This sectton 11sts the address for users to receiveqthe outbox
message being created. Each 1ine should have one valid address. Each
Tine will be checked a?ainst the computer's directory as it is entered.
Any invalid address will result in an error message.

Within the CREATE mode there are three more commands to edit the meséage
before 1t is written, they are /, /END, and /LIST. ~

The / command may be used while in the text section or the distribution
parameter section. This will return a question mark. The user may now
insert new 1ines, rewrite 1ines, or delete 1ines. To insert a text 1ine
“type in a new 1ine number followed by “T" and type in the information. To
insert a distribution 1ine type in a new line number followed by "D" and
type in the information. The new 1ine number must be within the range of
11ne numbers for the section it is to be inserted into (i.e. 1t inserting
a text 1ine the 1ine number must be less than the first mailing parameter
‘1ine number). If there are no available 1ine numbers the /LIST command
can be used to renumber all 1ines in multiples of 100 to permit 1ine
insertion. To rewrite a 1ine type in the line number and the letter "T"
(1f rewriting a 11ne of text) or "D" ({1f rewriting a distribution 1ine),
and type in the new information. To delete a text or distribution 1ine
type in the 1ine number followed by the letter "T" or "D" and press the
RETURN key. :

72
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If the user is in the text section, then /END will bring the user from
‘there into the mailing parameter section. The mailing parameter section
. will automatically lead into the distribution parameter section. If the
user has completed the distribution parameter section, /END will end the
CREATE command and the user will be asked of (s)he wants to send the
outbox message just created. - S

-

/LIST may be used while in the text .section or distribution pgrameter
section., This command will renumber all 14nes in multiples of 100 and
~ print the outbox message be1ng~creat¢d.- S :

Use of the BREAK or ESCAPE key when in the CREATE comhdnd will cancel the

current create.session. The outbox message will be created and the system

will retyrn with a question mark so that the user can type a‘new.command.'
. How to activate the CREATE command: | |

"CREATE" OR "C"

14




EOIT.

The EDIT command Jets the user chanp an outbox message that has |
dlready been writtén., - - T o

~ 1f the outbox message was created by the user with the CREATE, COPY,
or REPLY command then any line in the outbox message, title, text, or

mailing or distribution parameter may be edited. If the outbox

- message was created with the FORWARD command only the majling and

distridution 1ines may be changed. . S

The user types in the command “EDIT" or "EDIT" followed by the outbox

number. If no outbox number has been entered, then the system will

~ chose the message last worked on, givihg the user the chance to chose

- a different message. The title of that message is printed which the
user may change. Outbox messages have the following three sections:

Text section is 1dentified by a "T" after the 1ine number. The text
~section contains the actual message being created. Co :

Matling parinfur section 1is idcnﬂ.ti fied by an .‘"n' after the 1ine

~ “number. This sectfon 11sts the Priority and Security of the maf)

~ magsage and the Home Confirmation and Reply Requested values. N
- Priority and Security should always be left at 3. Home Confirmation
should be lTeft at NO. An answer of YES for Reply Requested will :
result in the system asking for the date the reply is requested. The
message that the user requests the reply by the date given is

. delivered with the message. To change a mmn? parsmeter line type
in the new 11ne in the exact format as the original line. -

Distribution parameter section 1s identified by a "D° after the 1ine
number. This section 1ists the address of users to receive the outbox

message being created. Each line should have one valid address. Each

~1ine will be checked ageinst the computer center's directory s it is
entered. Any invalid address will result in «n error message.

‘Any text or distribution Tine may be inserted, rewritten, or deleted.

To insert a text or distribution 1ine simply type in a new 1ine number |

followed by “T* OR “D" and type in the information . The unused 1ine
number chosén must be within the range of 1ine nusbers for the section
1t 1s to be inserted into ({.e. {f inserting a text line the l1ine .

A

~ number must be lTess than the fist mailing parameter 1ine number)... If

there are no available 1ine numbers the /LIST command can be used to
rs .. mber all Tines in multiples of 100 to et a 1ine be inserted. To
r rite & 1ine type in the 1ine number and the letter “T°, or “D" and
" «ype in the new information. To delete a text or distribution 1ine
type in the 1ine number followed by the letter "T" or "D" and press
the RETURN key. ' -

18
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while idmn an outbox nessage the user can type the command :
~ YAIST'.  The /LIST command will renusber the 1ines in multiples of
.100 and the message will be printed. : ‘ co

Once the editing has been finished type /END to end the EDIT command.
The user will be given a chance to replace the outbox message, create
4 new one frow’ the edited version, or to cancei out of the edit -
commend without saving the changed version. After the user indicates

. his/her choice, the system will ask if the user wants to-send the -
outbox message. . A -, . A ,

" Special note: The first time an outbox message which was created by -
cog-u edited, the system will automatically begin matling parameter
~. entry followed by distribution parameter entry. o

. . I ,

Use of the BREAK or ESCAPE key when in the EDIT command wil) end the
~ edit session. The outbox message, which was bom edited will ¢ .
. the same, but & new outbox message will be created which has all

changes made to -the message while in the EDIT command. The only
exception s when tHe message being edited was created by with the
FORWARD command, then the or1ginal outbox message is replaced with all
the changes that were made during the edit session. :

~ How t0 ccti_nﬁ, the EDIT command:
“EDIT* of “E* L

o
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coPy

The COPY command will copy an inbox message into an outbox message, so .
that it can be edited and sent by the MAILWAY system. COPY can only be
used on inbox messages which are in a printable form. . If COPY is used on
an inbox message that is not printable, a message will be printed showing
that the inbox message can.not be copied into an outbox message because
the message is in unprintable format. The addition of 1ine numbers may
change the original format of the inbox message causing word wrap and
changing paragraph structure, but none of the text will be tost in the
copy from inbox to outbox. The EDIT command must be used to enter
distribution parameters or change the text. ,

How to activate the copy command: .

. . llcopyll or llcou
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PRINT

The PRINT command lets the user print inbox or outbox messages,

Information 1isted for inbox messages:
Inbox message number
. Title with a maximum of 25 characters :
Author of the mai] message \
Date received
. "MAIL ITEM ID" (a system-assigned ID ‘number)
. Priority of the mail message '~ .
Security of the mail message
Reply requested date (if appropriate)
Actual message

Information 1i.ted for outbox messages:
. Outbox message number -
Title with a maximum of 25 characters
Date created-
Date most recently revised (1f appropriate)
Actual Message _

.How to adtivate the comnand'

This command has seVerai options for printing inbox and outbox ‘messages.

Some of the requests may be for only certain 1ine numbers of an inbox or | : .

. outbox message.- When asking for more than one message within a print : .

- request be sure to separate each message by a comma. A1l outbox messages ‘

* have 1ine numbers in multiples of 100 given to each 1ine. These are the

numbers to use when requesting certain 1ine numbers for outbox messages.

Inbox messages do not have line numbers, therefore to request particular

" 1ines to be printed start with 1 and add 1 for each iine of an inbox
message.

) How to activate the PRINT command:’
With aii the options 1isted below, "P" ‘may-be used instead of "PRINT"
' Fo]iowihg are the print options |

"PRINT" will return the foiiowing request to the user:

" Please enter inbox and appropriate information or outbox
and appropriate information




AV

. -‘ v
The print options for 1nbox messages are:

"PRINT INBOX ALL" S
" Wi11 print all messages w1th the newest messages listed first.

"PRINT INBOX BY SIZE" .

Wi11 print all the messages with the smallest number of 1ines
listed first. In the fo11ow1ng examp1es the N stands for a specific
message number. \

PRINT INBOX N"
Wil print message N

"PRINT INBOX N1, N2, ..." e
' Wi11. print message N1, then-message_NZ,_etc.,

'"PRINT INEOX N FROM 10" : '
| W111 print message N from text 11ne 10 to the end of the message

"PRINT INBOX N TO 42"
. Wi print message N from the first text 11ne thru text 1ine 42

\‘:’

Al

"PRINT INBOX N FROM 2 to 8" - ' '
Wil print text 1ines 2 thru 8 of 1nbox message N

The print 0ptions for outbox messages are:

"PRINT OUTBOX ALL" -
Wi11 print ali messages with the o1dest messages Tisted first

"PRINT OUTBOX BY -IZE"

W11 print all the messages with the sma11est number of 11nes 1isted
first - .

"PRINT OUTBOX N"
H111-pr1nt message N-

“PRINT OUTBOX N1, N2, ...
Wil print message N1 then message N2 etc.

"PRINT OUTBOX % TO 800"
K111 print message N from start to 1ine 800

“PRINT OUTBOX N FROM 600”
- W11 print message N from Line 600 to the end

"PRINT OUTBOX N FROM 200 to 800"
Wi11 print 1ine 200 thru 800 of outbox message N

19




- DELETE

+

The DELET%lcommahd lets the user remove an inbox or outbox message. In .
gddition he message will no longer be printed on a users inbox or outbox
{index. : ' o L o

The user may request td delete one, sever61, or all messages in his/her

inbox or outbox. If DELETE INBOX. ALL or DELETE OUTBOX ALL is chosen, the |
~ user is-given the total number of fnbox or outbox messages and asked to

check 1f all the me$sages should be deleted. By typing "YES", all the

~ messages, in the inbox or outbox, will be deleted and the system returns
‘with a question mark and waits for the next command. For-all the other
gdelete rrquests the user reads the title and the outbox message and is

. asked {1t this {s the correct message ta delete. After the system deletes
'a message the user will get a notice that the message has been deleted.:

How to aEtivate,the DELETE command: . : -

- In all ‘the options below "D" may be used instead of “DELETE" S

i

* The DELETE options for inbox messages are:

"DELETE ‘INBOX N"

Wi11, detete inbox N.

"DELETE INBOX N1, N2..." . coL
* Wi11 deléte inbox message N1, then message N2, etc. , . ‘o

"DELETE INBOX ALL" - - o
“Wi11 delete all inbox messages Y

The‘DELETE'optfons for outbox messages are:

"DELETE OUTBOX N* . "o
- _W111 delete outbox N

"DELETE OUTBOX. N1, N2..." .
N111‘de1etelothox message Nl,'then message N2, etc.

"DELETE OUTBOX ‘ALL"
W11 delete al) outbox messages

L ”‘




SEND | .

. The SEND command lets the user send an outbox message to other users in
the MAILMAY system. An 6utbox message must have at least one text 1ine
fol)owed by valid mailing and distridution parameters to be sent. 1If a
user requests & message to be sent and does not have al) the needed

~* information, an error message showing the missing or invalid information

~will be printed, . R | .

The user enters in the cosmand "SEND“, or "SEND" followed by an outbox -
number. If no outbox number has been entered, the user will be asked for
_"an. outbox number. When using the CREATE, EDIT, REPLY and FORWARD
commands, typing /END after the distribution parameter entry will bring
~ the user to the SEND cosmand. S S

How to activate the SEND command:

. . i
. - - |
" - :

sendtorst ]

e

o
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. The FORNARD command lets the user send received {nbox messages to othgr |
users 1n the MAILWAY system. The FORWARD command does not. permit changes
~ to the title or the mail message teat, therefore only the dfstribution

parameters may be entered. yhis will “insure that the message stays the ‘
same. r . _ .,

i / ' -
The user types 1n FORMARD, or FORWARD followed by an inbdx number. If
there 1s not an inbox numbér entered the system asks which inbox number is
" to be forwarded. The title, author, and “MAIL ITEM IDY of the inbox
ssage are printed and the user 1s asked 1f this 1s the correct message
be forwarded. An outbox number™ds then assigned. There is no text
entry section to a forwarded outbox message, because the text of the
outbox message is the same as the 1nbox message sent.:

s

" Mailing parameter sectton {s 1dentified by an "M* after the 1ine number.
Thisssectipnlists the Priority and Security of the mail message and the
Hope rmation and Reply Requested values. The user should leave
Prieffity and Security at 3. They should 1eave Home Confirmation at NO.

: Rogly Requested may be left at NO or changed to YES. A Reply Requested of
YES along with a date will notify the user receiving the message that the
sender wants a reply by the date given., - o

. . o 4 ,
Following mailing parameter entry is distribution paraméter entry.
Distribution parameter section 1s identified by a “D" after the 1ine -

number. This section 11sts the address for users to receive the outbox .
message being created. Each 1ine should have one valid address. Each
1ine will be checked against the computer center's directory as 1t is
entered. ny invalid entry will result in an error message. Once the -
distribution parameter section has been finished, type.in the command
/END. This will end the FORWNARD command and begin SEND. o

. . [
Within the FORWARD command there %re ‘hrdc more commands to.be used whilq

1

~ creating an outbox message, they are /, /END, and JLIST. -

o g
|

The / command may be used while 1n the distribution parameter section.
This will return a question mark, the user may now insert new 1ines
between existing 1ines, rewrite 1ines, or delete existing lines. To
insert a distribution 1ine t{r in a new 1ine number followed by ‘a "D* and
. type in the information (mailing parameter.lines may not be inserted).
The new 1ine number chosen must be within the range of 1ine numbers for . \ .
the distribution parameter section. If there are no available line. ‘
numbers the /LIST command can be used to renumber all lines in multiples
of 100 to permit 11ne insertion. To rewrite a 1ine type in the 1ine:
number and the letter “M", or "0, and type in the new information. To
. delete a distribution 1ine type in the 1ine number followed by the letter
:D' and press the RETURN key (mailing parameter 1ines may not be deleted).

) 22
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' /List may be used while in the distribution parameter section.. 'TMs "

command will renusber and print the outbox message 1ines being created,

It the user has finished the distribution parameter section, then
- will end the FORNARD command and ask the user if (s)he wants to sand the
outbox message just created. R o '

“ How to activate thil FORWNARD command: -

“Forward" or "F"

JEND

~ Use of the BREAK or ESCAPE key when in the FORWARD command will cancel ‘the
- forward session, The outbox message will be created, if there were no
- mailing parameters on the outbox message then the default mailing
- parameters will.be inserted in the, outbox message being created.
~ system will return with a question mark waiting for a new command.

Then t;n

23
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. REPLY

The REPLY cclluhd takes the title frbl an inbor message and enters the
auth::‘of the inbox message as one user to receive the new message being
- created. o c N

The user enters REPLY, or REPLY followed by. an inbox number. 1If the user
has not typed an inbox number, (s)he 1s asked which inbox number to repiy
to. Next the titls, author, and “MAIL ITEM JD* of the message will be
printed and the user will be asked 1f this 1s the correct message. The
title from the message 1s presented to the user with the option to change
- this title. The user can then begin to type the text of the message.

" Text section 1s fdentified by a *T* after the 1ine number. The text
section contains the actual message being created. The user will be given

~ a.1ine number followed by a “T*. "When the user is finished typing the

Mailing parameter section s identified by an "M* after the line number. °
This section 11sts the Priority and Security of the mai) message which
should always be 3. It also 11sts the Home Confirmation and Reply
Requested values. These values will be set at NO. Home Confirmation .
should be left at NO. Reply Requesfed can be changed to YES 1f the user 4

- would 11ke the users receiving the message to know that a reply is
. requested by the date given. , ] . ‘
After the mailing paramotdr section 1s the distribution parsmeter

section. The distribution parameter secticr . 1dentified by a "D* after '
the 1ine number. This section 1ists the a.irvss for users who are to

receive the outbox message boing created. Each 1ine should copviin one

- valid address. The system prints the author of the inbox npssago the user
-18 replying to as the first user to receive the message. Each 1ine will
be checked against the computer directory as it is entered. Any invalid
address will result in an error message. Once the distribution pirameter
entry has been completed, type in the command /END. This will end the
REPLY command .and begin SEND.” : | :

Within the REPLY command there dre three other commands to be used while
creating an’outbox message, they are /, /END, and JLIST. .+

. a
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The / command may be used w$11e lyping in text or distribution
parameters. A question mark will.be returned. The user may now insert
new 1ines between existing ,ines, 'rewrite Tines, or delete lines. To
insert a text or distribution 1ine, type in a new 1ine number followed by
"T" (1f text) or "D" (ff distributfon parameter) and type in the o
information.. The unused 1ine numben chosen must be within the range of

\ '

1ine numbers for the sectifop it is to be inserted into (f.e. 1f inserting -

a text 1ine the 1ine number iust be Tess than the first mailing parameter

~ 1ine number). If there arejno available 1ine numbers, the /LIST command.
can be used to renumber all 1ines in multiples of 100 to permit a 1ine to

be inserted. To rewrite a 1ine, type in the 1ine number and the letter

- "T" or "D", and type fn the new information. To delete a text or

distribution 1ine type in the line numb&r;fo11owed by the letter "T" or

"D" and press the RETURN k?y. \ R 2 |

If the user 1s in the text/ section then 7END will bring the user from the

. text section into the mailing parameter section. The user will then he

led into the distribution parameter section. If the user has finished the

_'distribution parameter section then /END will end the REPLY command and
the usgr will be asked {if] (s)he wants to-sind the outbox message just

created. : g IR o ‘

- JLIST may be reqnested while 1n:the text'SeEfion:or distribution parameter

section. ‘This command will renumber and print the outbox message being
created. . S \

"Use of the BREAK or ESCAPE key when in the RtPLY'command will cancel the
REPLY sessfon. The outbox message will be created. -The system will then
return with a question mark waiting for a new command.,

[ . i '
How to activate the REPLY command: - \

-"REPLY" pr *Ru

i
|
i
)
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STATUS

The STATUS command w111 print an 1ndex of all matil messages which have
" been sent by the user. The system will de1ete status messages.

- For each STATUS message the index w111 give the following information.

“The "MAIL ITEM IC"
Title with a maximum of 25 characters
Hgme Confirmation - If the ,message was sent with Home Ponfirmation as
" ESII : g - .
Confirmed -"YES" means the mail message ‘has been recefved by all the ' o
recipients, “NO" means not all the rec1¢1ents have received the mail
message.
Sent - date the mail message was sent
Priortty of the mafl message (should be 3)
Security of the message (should be 3) .
- Reply Requested - If message was sent with reply requested, the date
is given. . '
The order of the. STATUS 1ndex 15 by date, with the oldest messages being
listed first. '

How to activate the STATUS'command:
"§tatus" or "ST"

In additfon to “he status index the’ user may ask for a detailed status. ‘ .
Detailed status 1ists the users whc were sent a mail message and whether
the message has been delivered to each user.

Detailed status may be.avai1ab1e for messages 1isted on the status index.

. To get uetailed status type STATUS followed by & valid "MAIL ITEM iD".

2¢




LOGOFF
6 . ¢ -

The LOGOFF command, "L", is used to end the Mailway sessfon. The
connection time in hours and minutes is printed. The user is asked if
(s)he wants to logoff at this time. - !

How to activate the LOGOFF command:

llLll

.
. o
86 &

27



 LOGGING ON TO MAILWAY

é

The'cohmunic&tidn Tink with MAILWAY is activated by dialing and connecting
to the data 1ine on the telephone. The user will be greeted with the
MAILWAY center address, and the current date and time. -

The user must enter his/her name in the format of first initial . followed

- , by 1ast name. Next the user's password is entered. This password must be

. -~ their MAILWAY personal password. The above must be in uppercase (capital
letters). If the system recognizes the name and password, then the user . ,
will be given all the logon information. If the name and password are not *
unique and the computer asks for more information, the user should call

the Postmaster. . ‘ : °

The user will then be given the number of inbox and outbox messages they
have and the default mailing parameters. There may be a Logon message
- written by the Postmaster for the user. This message will .be used to tell
v the users about system activities, such as 1f the system will be down for
a certain time period. ' '

[

« A %amb1eJ1ogon session 1s shown on the following page. L |

°©

w
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What Mallway 1s~doing:

- Center name, date, time
- Asks for name
Enter name next to ?
Asks for password-
Enter password next to ?
Lists inbox & outbox items
" Lists lailtng parameters .

Anallway greeting.
Asks for a conland

?

W

HAILHAY CENTER SOOIOOOO o 01/31/64 .\ 10:59AN
ENTER NAME . B :

.. ¢ CJOMNNSON P
. ENTER- PASSWORD o

. ? RARAN

WELCOME CATHY JOHNSON INBOX = 2 OUTBOX = 9 '
PRIORITY = 3, SECURITY = 3, HOME CONPIRM = NO, REPLY n:ouzs-rzo = NO

HELLO NEW USEB. WELCOME TO THE NEW ELBCTRONIC MAIL SYSTEM

89




SAEATIN A Mesthsh

Tho CREATE command is used to write outbox messages to be sent by the
MAILMAY system. The user will type & title, text. and distribution
parsmeters. . CREATE gives the user 1ine numbers .. multiples of 100,
whi . allows easy insertion, changes, and deletion. When the user
writes an outbox message, it will be stored on the system. The
message will remain there until the user deletes 1t. -

To activau the create command, type "CREAT!" ‘or “C*.

A mail message must conuin a1l of the contents 1{sted boiow. MAI'LHAZY
um pmpt the user for 1nfomtion needed in each section, - o

HA!L MESSAGES CONSIST OF THE FOLLOHING ELEMENTS:

. Itle o Up to 25 characters, must be typod before any - °
text section entry. ’

Text . ~ This section contains the actual message bciag
: written. The user will be given a 1inc
number followed by a "T". No changes wil! bs
made at this time except by using the backspace key or

control H. ‘When the text section is finished, t,a JEND in
the next 1‘ e 0 begin tho mailing parameters.section .

Mailing Panmurs This uction 1s identified by an "M" aftar the
‘ - 1ine number. This section 1ists the Priority
and t.ho Security of the mail message and the
. Home Confirmaticn snd Roplg Recuested values.:
These values have already been assigned -
(dafault values), $0 tho user will be asked,
“Do you want to use your default parameters
(ycs/no) S P { want to request a reply, .
* you will answer The Home Commtion must be
left at NO. Al

: y? may b
NG (S PO "VES to Rtply Muuud um
| allw tllt user to state that they want a reply to
the message and the date that they want thc ~
reply.

“ Distribution Parameters. This section i3 identified by a "o" after the line
= nusber. This section 1ists the address for the
users to receive the outbox message vuing
 created. Cach 1ine should have one valid
a«nu. Cach Yine will be checked againit the
» s directory as it is entered. Any
ﬂmlid adanu will result in an error.message.

]

0+ -
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SPECIAL COMMANDS USED WITH THE CREATE FUNCTION:

JEND

JLIST

B,acupacdo or
Control H

" Bresk or
Escape key

on the following page, 8 squ‘ CREATE massage session is shown.

]

Used to move from the text section of the nssagﬁ t0 the
mai1ing paramsters section. The umng parameter section
will automatically lead into the distri ution parameter

_section. 1f the user has completed the distribution

parameter section, /END will end the CREATE command and ask
if the user wants to send the outbox message just createu.

" May be used while in_the text séction or distribution

parameter section. This ‘command will renumber all 1ines in

multiples of 100 and print the oubox message being created.

May b@ used while in_the text 'uction or the distribution
parameter section. This will return a question mark. The
user may now insert new lines, rewrite 1ines, or elete 1ines.

To {nsert a 1ine = To fnsert a text 1ine type in a new line

~ .number followed by “T* and type in the ,
information, - To insert a distribution section.
“1ine type in a new 1ine nusber followed by a “D"

and enter the information. The new line number
must be within the range of line numbers for the

- gection inserting into, 1f there are no availadble
" 1ine numbers, the /LIST command can be used to

. renumber all Jines. . .
~To rewrite & 1ine - Tyge in the 1ine number and the letter

"“T* (if ting a 1ine of text) or “D° (1f
rewriting a distribution 1ine), and type in the
new informstion. -

To delete a Vine - Type in the 1ine number followed by a *T° -

- "(1f deleting a text 1ine) or a *0* (if deiating a
:ist‘ributioa section 1ine). Then press the RETURN
. . - .

Moves the cursor back one character to correct mistakes.

Cancels the curﬁnt CREATE session. The outbox message ui.n
be saved and MAILWAY will return with a question mark so that
the user can type a new command. “

n
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;:Nhat Hallwayvls doing:

‘Create command '
Mailway assigns the OUTBOX number
~ Bnter title of mail (25 characters)
Mailway generates this section -
100T First line of. text
2007 -
- 3007
400T / command to chango line 300.
- 300T Correct'line for 3001
- 400T Pourth line '
.500T Moves to Mailing Pa:aneteta
Mailway generates this line .
- Asks for Default Parameters . *
SOOM Priority (do not change)
600M Security (do pot change) -
_700M Reply YRS for Home Contlrnation
S00M Answar NO for Reply .
.laalvax generates this line
900D Addressee. -
1000D aonds the message to all REAAs
-1100D Ends the create message .
Mailway generates this line - °
Maflway generates this line
~ Reply YE8 to send the message
Mailway generates this line
Reply CREATE to create another mail
message or L to logott.

ERIC :5)2-

Aruitoxt provided by Eic:

-700M HOME CONFIRMATION: NO
- 800M REPLY REQUESTED:"NO
- *®XDISTRIBUTION PARAHETER ENTRY**»

CREATE EXAMPLE

9

? CREATE
OUTBOX NUMBER: 4 ST o
TITLE : TEST MESSAGE y . .

- *RRTEXT ENTRY*** - S

100T THIS IS A TEST -MESSAGE.FOR THE

'200T MAILWAY POSTMASTER. . -

300T PLEASE SAY HELLO B | 5 | L
400T / ' |

- ? 3007 PLENSE DELETE HHEN RECEIVED

400T THANK YOU . | f,f
5007 ' /END - o o

. ***MAILING PARAMETERS ENTRY*** .
‘DO YOU WANT TO USE YOUR DEFAULT MAILING PARAMETERS (YES/NO) ? NO
500M PRIORITY: 3 :

CHANGE VALUE (YES/NO) ? NO~
CHANGE VALUE (YES/NO) ? NO
CHANGE VALUE (YES/NO) ? YES
CNANGE'VALUE (YES/NO) ? NO

600M SECURITY: 3

900D MPOSTMASTER
1000D /DIVRE.

. 1100D /END o | .-
_ OUTBOX NUMBER 4

TITLE: TEST MESSAGE
SEND (YES/NO) ? YES
ITEM ID 001 2374A HAS BEEN PREPARED FOR SENDING

7L | | .-

MAILWAY CONNECTION TIME (HH.HH)II.IZ

~OKAY TO DISCONNECT (YES/NO) ? YES

CURRENT MAILWAY SESSION HAS BEEN TERMINATED




; EDITING A MESSAGE .

v f
'

K
]

The EDIT command, Tets the user change an outbox message which hds already been '
written. . ,

If the outbox message was created with CREATE, COPY. or REPLY, any 1ine of the

- To activate the EDIT command typé "EDIT" or “E". . )

- message may be edited. This-inciudes Tines 1n the title, text mailing
“parameter, and distribution parameter sections.

If the outbox message was created with the FORWARD command, on1y the mailing
paramefr and distr bution parameter section 11nes may be changed :

The ‘user types in the command "EDIT", or "EBIT" fo]]owed by the outbox .

" number. If no outbox number has been entered, then the system will choose the .

message last worka=d on, giving the user the chance to choose a different
message. The titie of that message 1s~pr1nted which the user maygchange _ g

OUTBOX MESSAGES CONTAIN THE FOLLOWING SECTIONS:

.
LA

\

~Title L . Up to 25 charactess. ' When the user types in the

~ command EDIT, or EDIT followed by the outbox number,

- / the title of the ‘message will be printed. MAILWAY

£ , ~generates the next 11ne, which aske if you want to
. change the title. .

‘

Text SR " Identified by a "T" after ‘the 1ine number. The text .

, section contains the actual megsage being created
Ma111ngggarameters Identified by an "M" after thé 1ine number. This '
\ . section 1ists the Priority and Security 6f the mail
\t message and .the Home Confirmation and Reply Requested

values. Pﬁiority and Security should always be left .
‘ . at 3. An answer of YES for Home Confirmation will

result in.a notice.jin the outbox that the message was .
. received. An answer of YES for Reply Requested will :
\- result in the system asking for the date the reply is
. requested. The message that the user requests the
+» reply by the date given 1s.delivered with the -
N , -+ message. To change a mailing parameter Jine, type in
‘ t?e new 11ne in the exact format as the original’

11ne.

8 T

| Distribution parameters,.ldentifjed by a "D" after. the 1ine number. "This

section 1ists. the address of users to receive the
outBox message bejng created. Each 1ine should have
one valid address. Each 1ine will be checked against
the compilter center's directiury as i* is entered.

Any ‘invalid address will result ?n an error message.

-2
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]
" | : o

. i | . | | | ¢
~ COMMANDS USED WITH THE EDIT FUNCTIOpc o N : R
/LIST Used to 11st the text, mailing parametéhy and distributien ‘ | ‘
parameter sections- of the message (all 11nes).',A]so renumbers all
. - lines in multiples of 100 to allow the insertion of a line.
o ’ . . - ) ) . . '
/END Used to end the EDIT command once the editing has been finished.
. ) . The user wﬂ‘l be given a chance to either replace the ou
. ' . message, create a new one from the edited versio , or cangel out
' of the edit command without sdving the changed . é

Coo system will then ask if the user wants, to send tke qgtbox/message.

- . . Special note: The first time an outbox messadé which was created‘
S by COPY is edited, the system'will ‘automaticaljy begin mailing
SR parameter entry followed by distriBution parameter entry,

Escape Koy’ This will end the edit session. The outbox message which was
. ‘being edited wilt stay the same, but » new outbox message will be.:
T created which has all the changes that were made to the message
/ -while in the EDIT command. The only exception is when the message
! . being. edited was originally created using the FORWARD command. In
A " % this case, the original outbox message is replaced with all of the
' f changes that were made during the ‘edit session.
\ To insert, rewrite, or delete a text or distribution line in the EDIT function - ‘
To insert a text or distribution 1line: | : ‘ ¢ s
. 5imply type in a new 1ine number followed by "T" or."D" and type
in the information . The unused 1ine number chosen must be within
the ‘range of 1ine numbers for-the section it is to be inserted
into (i.e. if inserting a text 1ine the 1ine number must be less
than the fist mailing parameter 1ine number). If there are no
available line numbers, the /LIST command can be used to renumber
all lines in multiples of 100.. < :
To rewrite a 11ine: ; . K | A
Type 1n the 1ine number and the letter "T", or "D" and type in the
new ‘information. ‘ ' ¥ o
_ .To deleté a text or distribution 1ines: -
Lj . Type in the 1ine number followed by the letter "T" or "D" and:
. press the RETURN key. ; ' * ;

]

\

e

To rewrite a mailing parameter 1irie while in the EDIT function

To rewrite ‘a mailing parameter 1ine: . . | -
e Type 1h the new 1ine in the exact format as the original Tine. y
’ - L

ﬂu'On the'fo]loﬁing-page, a simpIe EDIT message session 1s shown. \ , '

Fid

34,

-



. , .
. : ’ . ’ . A .
EDIT EXAMPLE ’
) g . ’ ] . ’
-

. What latlway is dolng. B } | | | |
BDIT Command with outbox nunb.: o * .7 EDIT OUTBOX 4 . - . . ','_ o | ©

. Mailuay prints this line ¥ . OUTROX NUMBER 4 | e
.Nailvay asks for a change of tttlo TITLE: TEST nnssncz—- o
It title is to change cespond Yls CHANGE TITLE (YES/NO) 2°NO: o

LIST the OUTBOX to see what needs ¢ anging ? /LIST o .
o o [ , ' 100T THIS IS A TEST HISSAOB ron THE _ g -

) ‘ - o .. 3007 MAILWAY POSTMASTER. L R
C - B _ . . 3007 PLEASE DELETE WHEN RlCllvnD
Last line of text ' S : 400T THANK YOU

o SR . 500 PRIORITY: 3°

X ’ . ' .-~ 600M SECURITY: 3 | ‘ . Co
S . 700M. HOME  COMFIRMATION: v:s - S

. Last line of malling parameters = - 600M REPLY RRQUESTED: NO . N ,
- " 900D MPOSTMASTER , | :
. baot 1ine of distribution pa:anoto:s ) 1000D /DIVRE - X
‘Rajilvay pcrints this line o+ wesCOMPLETION OF THE LIST OUTBOX"* .
- ? Change line 300T - . ? 3007 PLEASE llAD THEN DlLth.
? Done with change to ournox : ? /END

Do you vant to replace the OUTBOX REPLACE OR CREATE A NEW ITEM BEPORE !IITINO (YES/NO) ? Yss
‘ . REPLACE OUTBOX NUMBER 4 (YIBINO) ? YBS _
© Railway gcnctaten this ltne ~ OUTBOX NUMBER 4 REPLACED

Mallvay wants to know 1f you want to szun - SEND (YES/NO) ? NO :

OUTBOX NUMRER - 4 HILL NOT Be SBNT
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" FORMARDING A MESSAGE .

The FORNARD command lets the user send received inbox messages to other
users 1n the MAILWAY system. The FORNARD command does not permit changes
to the title or the mail message text, therefore only the mailing :
parameters and distributfon parameters may be entered. This will insure
that the message stays the same. ' - | '

To_activate the FORWARD command, type "FORKARD® or *F".

The user types in "FORWARD", or "FORWARD" followed by an inbox number. If
there 1s not an inbox number entered the system asks which inbox number {s -
to be forwarded. The titlg, aui'.or, and "MAIL ITEM ID* of the inbox

‘ message are printed. The user is asked if this is the correct message to
‘be forwarded. An outbox number 1is then assigned. There 18-no text entry
_section to a forwarded outbox wmessage, because the text of the outbox
message 1s the same as the inbox message sent. ' o

" INBOX MESSAGES CONTAIN THE FOLLOWING SECTIONS:

——-

Title " Up to 25 characters. The title of a message
o - - .cannot be changed using the FORWARD command. =
Tt ldentified by a *T*after the 1ine nusber. The

‘text section contains the actual -message being -
created. The text of a message cannot be changed .
us_ing the FORHARD command. . -

.Mailing parameters  Identified by an “M" after the 1ine number. This.
_ R ~ section 1ists the Priority and Security of the
mail message and the Home Confirmation and Reply
Requested values. The user should leave Priority .

-and Security at.3, They should leave Home =
Confirmation at NO. Reply Requested can be left
at NO or changed to YES, A Reply Requested of

- YES along with a date will notify the user n

.. receiving the message that the sender wants a
reply by the date given. - :

Distribution parameters Identified by a "D° after the 1ine number. This
' , — section 11sts the address for users to receive
the outbox message being created. Each line . .
should have one valid address. Each 1ine will be -
checked against the computer center's directory
as 1t . is entered. Any. invalid entry will result
“4n an error message. Once the distribution _

parageter section has been finished, “380 in the -

‘command /END. This will end the FOR command

and begin SEND. R

. 36




COMMANDS USED WITH THE FORWARD FUNCTION

' - / . Used whi]e in the distribution parameter cection This will .
O e return a question mark. The user may now insert new lines
between existing 1ines, rewrite lines, or delete existing
‘1ines, To insert a distribution line {mailing parameter
lines may not be inserted),’ type in a new line number
~ followed by a "D" and type in the information . The new
- 1ine number chosen must be within the range of 1ine numbers
for the distribution parameter section. If there are no
available 1ine numbers the. /LIST command can be used to
renumber 211 lines in multiples of 100 to permit 1ine
insertion. To rewrite a 1ine, type in the 1ine number and
~ the letter "M", or "D", and type in the new information., "To
~delete a distribution line “(mailing parameter 1ines may not -
.be deleted), type in the 1ine number. fo]iowed by the letter N
"D" and press the RETURN key.

N JLIST - Used whi]e in the distribution parameter section. This -~
, . . command will renumber and print the outbox message heing
- created. . _
/END - If ﬁﬂgﬁ&ser has finished the distribution parameter section,
. ther”/END will end the FORWARD command and ask the user if
. (s;he wants to send the outbox message just created
: ~ Breakor . . - o . o
‘ -+ Escape key Use of the -BREA[( or ESCAPE key when in the FORNARD commaiid
. _ will cancel the forward session. The outbox message will be

created, if there were no mailing parameters on the outbox -
.message then the default mailing parameters will be inserted
in the -outbox message being created Then :the system will
return with a question mark waiting for a new command,

\, e

'To forward an inbox message - B
Once In the‘FURWIRD'?gEsion .enter the nbox numberm The titie,

author, and "MAIL ITEM ID" of the inbox message are printed. The user
s asked if this is the correct message to be forwarded. .
‘If the user responds "YES", Mailway will assign an outbox number to
the .message and print the outbox number as the next 1ine.

Next, Mailway will begin the mailing. parameters section and ask if-the
values should .be changed. Remember that Priority and Security values .
‘should be left at 3. . . -

Mailway will begin the distribution parametgrs section and generate
the first 1ine, identified by a "D" after the 1ine number. Enter the
address of the user.. When finished ‘entering the address, or addresses
(one per line), type /END to end this section. Mailway will assign an
outbox number, print the title of the message, and ask if the user
wants to send the message. A respoise of "YES" will send the message,
and Mailway will print the "ITEM ID" number and confirm that it has
been prepared for sending. :

‘ On ‘the follo\ving page a sample FORNARD message session is shown.
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- ' FORWARD EXAMPLE - °
| What Mailway ts-dotng: - .- e | \
 Enter PORWARD- " " . 2 PORWARD' T . |
Enter the INBOX Number o .INBOX NUMBER.? 3. , . . A ' o
. Mailway dlsplays the Title @ - . " TITLE: TASK FORCE MEETING AUTHOR S. JONES " ‘'ITEM ID: 001-0079N .
Enter YES "« FORWARD (YBS/NO{ ? YES | . S Ty v
-Mallway assigna the OUTBOX number " .OUTBOX NUMBER: 10 o e
~ Mallway displaya the Title R : TITLE: TASK PORCB NEETING ‘ :J_“_*
Allows fon changing the Hailing Parameters*A**?NAILING\PARAHETER ENIRY*** o :
"Priority - Do not change - 100M PRIORITY: 3 . CHANGE VALUE (YES/NO) ?- NO
Scurity - Do not change . - ©°  200M SECURITY: 3 .~ - CHANGE VALUE (YES/NO) ?°'NO .
- . R I 300M HOME CONFIRMATION: NO . CHANGE VALUE (YES/NO) ? NO s
oo , : , ~ 400M REPLY REQUESTED: NO - CHANGE VALUE (YtS/NO) ? NO
. Distribution Parameters . T O kRx DISTRIBUTION PARAMETER ENTRY’***
..Porwards message to Anchorage’ ‘ .. 500D M ANCHORAGB :
- . YA L 600D /END
o e . o - OUTBOX -NUMBER 10
* TITLB. TASK FORCE HEBTING , o
o . I _ SEND (YES/NG) ? yES RN
L we ‘ ' o ITEH iD 00i- 0082H HAS BEEN‘PREPARBD POR SENDING .
et ’ ,. ' \ . ) ' . . . ? ' o ’
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.  REPLYING TO A MESSAGE
Lo : ’ i ‘ A

The REPLY command. takes the title from n 1nbox message and enters the -
auth::‘ of the fnbox message aszom user to receive the new message being-
~ created. I S . ST

To activate the reply cmnd.'tym"REPLY' or "R".

The user enters REPLY or REPLY followed by an {nbox number, If the user
has not typed an inbox number, (s)he {s asked which inbox number -to reply

“to. Next the-title, author, and "MAIL ITEM ID® of the message will be
“printed and the user will be asked {f this is the correct message. The
. title from the message s presented to the user with the option ta change
.- the title. The user can then begin to type the text of the message.

. QUTBOX MESSAGES CONTAIN THE FOLLOWING SECTIONS:

Title o ~ Up to 25 characters. The title of the REPLY -

- I . message may be cthanged. Within the REPLY
session, when the title is printed, the user is
asked 1f-(s)he wishes to change the title. ¢

Text - ~ Identified by a “T" after the 1ine number, The,
: . - text section contains the actial message being
created. The user will be given a 1ine number
followed by a "T". When the user-is finishéd
typing the text, type in /END. !

: [y

- A section 1ists the Priority and Security of the

~ mail message which should always be 3. ‘It also ',

. 1{sts the Home Confirmation and Reply Requested
“values. These values will be set at NO. Home
Confirmation should be left at NO. Weply
" Requested can be changed to Yes {f the sender
*  would 11ke the.users recefving the message to

_know that o reply is requested by the date given. . -

Distribution parsseters Identiffed by a *0° after the 11ne number. This
_ _ = gection 11sts the address for users who are to

‘receive the outbox message being created. Each . -

. 1ine should contain one valid address. The
- system prints. the author of the inbox message the
 user is replying to as the first user to receive

the message. Each 1ine will be checked against |

the computer dirsctory as it 1is entered. Any
{nvalid address will result in an error message. '
Once the distribution parameter entry has been
completed,. g;po fn the command /END. This will
end the REPLY command and begin SENO. .

9

C1o2

ailing parameters ~  Identiffed by an “N' after the line number. This |

) L.




" comwnos USID WITH THE REPLY runcn&u:

-

/ Used IMIQ typing 1n ‘text or df stribution parmtors.; A question mark,
o ———wil}-be-returned .. The user may now insert new 1ines between oxisting
1ines, rewrite Hms. or delete Hms. -

?

To mm aline - Typo 1n a new line nusber fonond by “T°
| . (1f text) or “D" (if distributfon parameter) and tyoe in
- the {nformation. The unused 1ine number chosen mus: be
~ within the range of 1ine numbers for the section it is to
be inserted into (1.e. 1f inserting a text line the lino
. pumber must be less than the first mailing parameter Tine
.. number). If there are no available 1ine numbers the /LIST
command can be used to renumber all lines. 1n nltiplu of
100 to permit-a line to be inserted. o
" To mrito a 1in3 - Type in the line number and the letter “T" .
- or “D*, a&nd type in the' new information.
To dolote aline - T; pe in the 1ine number.followed by the
_ _ letter “T° or "D‘ and press the RETURN key. 6

JEND ' Brings the user from the text section into the nning _f'
= ~ parameter section. The user will then be led into the
‘distribution parameter section. If the user has finished _
S : .+ the distribution parameter section then /END will end the :
Co IR - REPLY command and the user will be asked if (s)he nnts to
- LT e scnd the outbox nsugo Just cruttd. L

JLIST © May be requested whilé 1n the text section or distribution
. pirameter section. Thiscopieand will renumber and print
. the outbox nsugc boingkc tod : N |

. .

© Break.or ’
- Escape key Cmcols the REPLY session.’ The outbox msugo wm be _
N ~ created. The system will then roturn with a question mark )
. uitim for a new command.

On the fonowing pm. a sqlo REPLY. ussion is. shoun. '
. . ' i ) . ‘ ‘o
.&‘. , * . " ) .
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REPLY EXAMPLE

Hhat Hailway is doing o _
REPLY Command . 7 REPLY

- Mailway asks for INBOX Number INBOX NUMBER ? 3 -~ - T
- Hailway prints the title - TITLE: PRODUCTIVITY uguo AUTHQR; JGAYNOR - - ITEM ID: 001-9082M
‘Respond to Reply . . . REPLY (YBS/NO) ? YES .
. Prints outbox number - .. OUTBOX NUMBER: 6 )
Asks 1£ you want to change title < . TITLB PRODUCTIVITY MEMO uHANGB TITLE (YES/NO) ? No
.~Begins text '-_ : I ;***TEXT BNTRY*** .
Pirst line of text 100T THE STATISTICS FOR NOVEMBER INDICATB ~
Second line of text Lo 200T AN INCREASE. IN TRIPS TO BOSTON - -
' Znds the text section = , - 300T /END : ' _
Begins nailinq parameters: ' *%** MAILTNG PARAMETER. ENTRY***"‘ '
0 _not change Priority . 3 400M PRIORITY: -3 - L . . CHANGE VALUE (YES/NO) ? NO
Do ngt change Security ©° 500M SECURITY: 3. *CHANGE VALUE ' (YES/NO)  ? NO
S oo a " 600M HOME -CONFIRMATION: NO CHANGE VALUE (YES/NO) ? NO
L 700M REPLY REQUESTED: NO. -  CHANGE VALUE (YES/NO) ? NO-
Begins: diatribu&lon section " *=**DISTRIBUTION PARAHETBR BNTRY*** , . :
(Prlnts name of person replying to - 1000D MPOSTMASTER"
'Bnds the distribution section .~ ~1100D. /END . . .
‘Prints outbox numbet of - ‘this reply OUTBOX NUMBER: 6
'Mailway prints the title ' TITLE: PRODUCTIVITY MEMO

Rospond to Send o ..- SEND (YES/NO) ? YES

ITBH ID 001-0084M" HAS BEEN PREPARED FOR~ SENDING
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This quido has been written to provido you uith inrornation
about creating and sending batched nosnaqo. through the HAILHAY
SY.t... s . ' . -

\\ .- BATCHED MESSAGES - .

N .
L8 ”
. . ,

Batched messages are created on Yth own computer, before

- dialing into the MAILWAY computer. Several messajes can be
" created and stored in your computer until you are ready to-send
.them. Once interactive with the main computer, the messages :

stored on your computer can be sent all at once. ' As discussed
in the EMS MAILWAY Training Manual, you are charged for the use
of phone lines while interactive uith the MAILWAY computer.
Creating messages in batch -odo uill help toukoop your online

tino to a minimunm.

PREPARING TO SEND A BATCH

_You should have the necessary batch communications and text or,

word processing software for your computer, as well as thq
manuals that explain file or docum'nt creation. editing
controls, and other operations which will be unigue to the
software you yill be using. Become familiar with the éreation

' and storage of files on your colputtr. Learn the spesial
_dommands . that you give your computer to initiate a batch or

file transfer. If you are uotng a4 Gnat computer, read the

. It shovws:
you how to prepare the conputor for HAILHAY !ntoraction and
batch croa;ion. and nov .to send a batch. -

It is rocolnondod that you read the other EMS NAILUAY guides-
before creating your first batch. 'Once familiar with HAprAY

. operation and message formats, you will have a better

understanding pof the what is discussed here. Instructions for! .

. MAILWAY log on and log off procedures, and valid addro..

focmats, ineluding address lists, are given in the Q*gggggnlg
Mail System MAILWMAY Training Msnual. Practice exercises using -
MAILMAY comsands are also provided. MAILWAY commands are

‘explained in detail in the Electronic Mail Svstem MAILWAY = .

Reference Manual.

Y
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B conpouzwrs OF A nrcazn MESSAGE -

'133_935515_2933131 ‘The CREATE conuand in your batched nossage
starts the CREATE function once interactive

with the MAILWAY computer. . The full word

CRBAT! may be ucpd or ;ho apbrovia;ion o .
c . .
H!!&!Si.!illg Must not be lonqor than 25 characters. A

, title is required. If omitted. the message
' will not be sent. T o

- Text Lines Contain tho actual body of the mess:ge,
S ~ ~ including the salutation and closing .
.1ines. Separate "ATTN:* and "SUBJECT:"
prompts are not provided. in the MAILWAY
system. If required, these ahould be typed

. S , as the first lines of text. -

{END ' ' This is typod twice on separate lines in

- ) the message, once following the text e
section, and again tollowinq tho address
lines. :

Address Lines Called Diattibution SQctiou, A valia, '
, : , address must be included in the message. '
More than one address is allownd but .each
is entered on a separate line. A valia-
addrpss ‘1ist name can also be used.

. - - {ES | " This is typed twice on separate lines in
e ’ : ‘ . the. uoasaqo. following the IBND connanda.




'CREATING AND SENDING BATCHED MESSAGES .

'Propari'ydut conputor'io'creato a file or document. This

is where you will create your message or batch of nossaqes.

' before you are dialed in to the MAILWAY conputer.

on the first line of your file, typo CR!ATB or C and
press RETURN. (See the oxalplo on pago S as you. work the
followinq ctopc.) , , . B \

on the second line,. typo the titlo of your no-cage. 28 -
characters or IQOI‘ and proan RETURN. .

On the thirad 1ine. enter the first line ot toxt. Do not
exceed 71 characters, or your lines will be’'truncated.

' Press RETURN.  Continue typing lines, pressing RETURN after

S,

6.

7.

* 10.

11.

tach——nnttt—yuu—trt—ttuiiuia—wttn—tni—saav—ar your loccaqo.
NOTE: The "ATTN:* and "SUBJECT:" lines are not

automatically included on the MAILWAY system. If required, . .

they should be the first lines of text., and the phrases

" SATTN:" and "SUB:" should be typed on ‘each. Salutation and.
'_closing linoc are also considorod part ot the toxt coction.

On thq next line, the lino diroctly under your la-t line of
text, type /!ND and press RETIRN. :

on the noxt line. ‘type Yls ~and procc RBTURN

Enter the addrocs of the rocipiont on the next: lino and
press RETURN. If more than one address is to be used.
onto: each addross on a aoparato lino. :

on tho lino follouinq the last address entered, typo
IBND -and pross RBTURN

Oon the next nevw.line, typo' YES ‘"4H?¥f§9ﬂ9!?"?”‘_3

If you have additional messages to crontd; repeat ctopc 2
through 9 until you are finished. Do not insert blank
1ines between each meéssage in a batch. .
NOTE: When sending separate messages to the same recipient

'in one batch; the last message will be sent first. PFor . ,
~ example, if you sent two messages in one batch to the same

person, the second noccaqo would be message number 1 in
their mailbox and the first nolsago would be message number

N 2 L ]
-

Save the Zile or docunont you have just created. Exit out
of the editor or word processor you have been using.

)

110 |

e 3.-




12.
"13.
4.

étoparo yout computer to dial into tho.uatpunv c .mputer.

[.09 .on to th. nIL“AY COIP\"..I.'.

-y

At the !itlt quostion'-atk (?)- ptolpt. typo the connand
that 'will initiate the'batch you created to be read by

‘MAILWAY. (Instructions that go with your communications

software should provide information on how' to pull up your:
batch file once you are online with anothot co-putor )

Aftez tht batched -ottaqot a:o diqplayod HAILHAY uill

provido 4 message that tayt°

I'l'!ll ID ou-«pox HAB BBBN PRBPARBD POR SBNDING

This means that your -ottagos have boon sent.

At the next ? prompt. loq off from the MAILWAY co-putet.,

e T T s




Shown in the riqht hahd"', olumn is the format of a sample _
batch. '(The RETURN key must be pressed after each line.) 1In
the left hand column is an oxplanatiqn of what ig being typed.

Kd

o
v
¢
J

uuﬂ eml‘..............-..........'CICOT! l ' .
M“.. l‘ll...............‘............Tt‘f .‘TC" "t’s.ct st ..

" Attention lime - begime text section... ATTN: EMS POSTMASTER _ . ",
Subject 1me....cceiiiiiiiiiiiiii... SUB: BATCHED MESSAGE TEST p
'“1“.“.......0000000.“o.oooo‘.... ..Dt.l POSTH.ST!I, . .
Body ot BOSORGO. . . ivcestancencncse,e I AM TYPING THE FIRST MESSACE IN MY BATCH. ., TITLES MUST NOT EXCEED 25

b e .. «o CHARACTERS., TEXT LINES MUST NOT EXCEED.71 CHARACTERS. ' C .
'cl.‘.oo...ooooo.oo.....c...oo.o.' ....QQXNCCR!LV, [ a~ e .
SigRature (4uther).ccciviiiiceienseio. EMS OPERATOR ' :
.“. ‘.. ‘.“ .““.‘o..;.....'g.oo...oo /t"o N ' : ' ¢

. Sets mailing requizements.............. V€S ' ' _ ' .
Valid addécess - distridbution section... MPOSTMASTER . ' , ' ..
Ende the distribution section........../END . .

Sende the Bes8age. ... vuvveenrnn.... YES ..
CREATRE command - begins. 2nd message.... CREATE .
M“.. “‘l.oooooooo.oooboooo&oooo...o Tt’f .‘TCN "tss.ct 2
Attention line - begins tex. section... ATTN: EM3 uSER
Subjeot 1m0, .cciieiiiiiiiiiiiineaneeo SUB; BATEHED MESSAGE TEST

. “1“.“..0.0-‘.0.'.0...“..oo‘.ooooo.o‘ Dt" tm U.t', . O ‘
Body Of Be88AQe. .. cnivoiviienaacetonsae THIS IS € SECOND MESSAGE IN MY TEST BATCH. I KNOW THAT I CAN HAVE

- L L o segeerssccscscensscsssce MORE THAN ONE RECIPIENT FOR A BATCHED MESSACE. EACH ADDRESS MUST of-

o e .o 40190 seeecsessssccssess TYPED ON A SEPARATE LINE. I WILL SEND THIS MESSAGE TO 2 £M8 Co
e o e ........;......;.....:..aoontssts: PLEASE DELETE THIS MESSAGE AFTER YOU RECEIVE IT.

c‘.....................................’Inct'tly. i ¢ ’ i )
.‘..‘“‘. (.‘l.‘l)-u.....‘....u......."tm 0'!'.70' . . 3 ‘

" Bnde the text section.........cc0000... 7END RERE . ' C -

Sets mailing cequicements.............. YES. |

Valid addrese - distridbution section... M DOE/MLF

2nd valid sddreee..........i00000000... M DOE/DATA PROC . o :

Ende the-distridution section.......... /END : . _ -

Sends ‘.. “...'.oooooooooooo.oooo'ooooooyts L ' - !

- CRRATE command - begine Jrd mesiasge.... CREATE _—

'M“.O “‘1.000.0.....o....".o‘o..‘.o TtST .‘TCN "tss.ct 3 '

Attentien 1ine - begine text section... ATTN: EMS POSTMASTER - ‘

".’“‘ 1“..'00_0 sessesssesssvrscsscsscses JUB: lhTCH!O H!!SOG! TEST

“1“.“_..0000000-..‘...oo..o...._.o.a... °t.' m’f".'f!l, : . N .

Body Of MEBBAER. .. .c.v00vvevncecnnoccns THIS IS THE THIRD MESSAGE IN MY TEST BATCH. I MAVE LEARNED THAT I

- e e« o sesesscceseperascsccsce CAN'USE ANY OF THE MAILWAY UALID ADDRZISSES FOR THE RECIPIENTS OF MY
e e e sesscacsevrsscssssscsses MESSAGE. I FOUND LISTINGS OF THEM IN THE MATILWAY TIQXNXNG MANUAL .

-Clo.........'...-...........'............’INCI'!LV.' o ’ n .

SigRAtUTe (AWEROE).....cviercunennnesss EMS OPERATOR

Eade the text section. sessdscssscecs JEND-

Sets mailing requictements.............. V€S

Valid address - distridution section... MPOSTMASTER . : _ oo

Ende the distridutioa section.......... /END . . .t _ o *

..“. the ’....’.............uf.......Vts . )

ve

[




Q

tKC

Aruitoxt provided by Eic:

' MA]L\VAY CENTER 50010000
. ENTER NAME o

L] k-
| WELCOME ADAK .- :
: PRlORlTY =3, SECURITY =3, HOME CONFIRM =NO, REPLY REQUESTED *NO

. 600M SECURITY: 3
"." 700M HOME CONFIRMATION: NO

SAMPLE_ MAILWAY SES SION

.(User response in bold)

0131/84 . 10:59AM
! MADAK™ | -
ENTER PASSWORD

" INBOX =2 OUTBOX =9 .

L HELLO NEW USER: WELCOME TO THE NEW ELECT RONIC MAIL SYSTEM

? CREATE | | |
OUTBOX NUMBER: 4 S - | -
TITLE : TEST MESSAGE - |

' '-“‘"TEXT ENTRY®*** . = . L Co ' ‘_\
. 100T THIS IS A TEST MESSAGE FOR THE a oy
200T MAILWAY POSTMASTER. R "

300T PLEASE SAY HELLO . - ' L
40T | A
1300T PLEASE DELETE WHEN RECEIVED S
40T THANK YOU ,

SOOT/END . -

»*sMAILING PAKAMETERS ENTRYs*s .

-~ -

DO YOU WANT TO USE YOUR DEFAULT MAILING PARAMETERS( (YES/NO) 1 NO

500M PRIORITY: 3 = '~ -CHANGE VALUE:(YES/NO) ! NO A N
CHANGE VALUE (YES/NO) I NO - . ‘ :
GHANGE VALUE (YES/NO) ! NO

800M REPLY REQUESTED: NO°  CHANGE VALUE (YESINO) ? YES

" 900M REPLY DATE: (MM/DD/YY) 1 02/07/84

DISTRIBUTION PARAMETER ENTRY***
1000D MPOSTMASTER
1100D /DIVRE

1200D /END e
'OUTBOX NUMBER 4 S

TITLE: TEST MESSAGE _ ,
SEND ('YES/NO) 'YES -
ITEMID 001-2374A HAS BEEN PREPARFD FOR SENDING
[ .

MAILWAY OONNECT ION TIME (HH:MM)11:12

OKAY TO DISCONNECT (YES/NO) ? YES

CURRENT MAILWAY SESSION HAS BEEN TERMINATED o

- State of Alaska- ‘
-Department of Education

| Juneau, AK 99811

| Elé;éttohic Mail Sys'tem

MAILWAY
Command

\
.

. Quick Refgreni‘—,e Card

Postmaster Address:

Pouch F

5/274 £

ATTN; Data Proceuing—EMS
Pootmnter \ | .

| EMS Postmaater Addrem
MPOSTMASTER

“ EMS Computer Phone Numbers
Call the -Iocatibn nearest you:
Anchernge . - i e 33346581
Fairbanks ......... P v.... 452-1681
Juneau . .... Ve e voee.. 465-2481
Ketchikan.................... 225-9200: .




COMMANDS

Left hand column lists command ords and
abbreviations to enter at ? prompt. Command
, options are listed below explanations.

- # stands for message number.

. AUTHORIZATION Lets user change defaulr

" mailing parameters for

the duration of the cur-

" rent session. Only the
Reply Requested value

R - may be changed '
. - tets—usercopy—an_mbox T
. CO . - message into an outbox _ X
' Mmessage.
) CREATE Lets user create an outbox
-C . . message :
 DELETE Lets user delete inbox or

. D . outbox messages.

DELETE INBOX #

- "DELETEINBOX #, #, # . .
DELETE INBOX ALL
DELETEOUTBOX # -

"DELETE OUTBOX #, #, #

DELETE OUTBOX _ALL
EDIT : , | Lets user change curbdx AR
E messages.
T EDIT
: . 'EDIT #

FORWARD  Lets user send received inbox
~F items to other users.
' FORWARD
P FORWARD #

- commands.
+ - HELP-

»g,u;p “ This will print adist of all

H (COMMAND)—H raDlT |

. lists description of
EDIT command ..

INBOX Gives an-index listing of rbe

5 IR the mail messages recelved by .

the user.

INBOX—newest items first

INBOX BY SIZE—shortet
items firsr .

L Ends-the session. This stands

for “logoff’’ and only the -

abbreviation “L” will be used.

Gives an index listing mail

0 . messages written by the user.

OUTBOX BY SlZE—shortesr

items first .

OUTBOX IF SENT—lrems .

that have been senr oldest
" first

OUTBOX IF NOT SENT—.

items that have not been
sent, oldest first

PRINT °  Lets user print inbox or
P - outbox messages. -
' o PRINT INBOX ALL—aII
items, newest first _
'PRINT INBOX BY SIZE—
all items, those with fewest
lines first

| PRINT lNBOX # —item number specified

PRINT INBOX l l l —irem numbers

_ specified

PRINT INBOX l FROM lO—irem number
from line 10

PRINT INBOX # TO 10—item number
from line 1 to line 10

PRINT INBOX # FROM 2 TO: lO—ltem :
number from Ilne 2'to line 10

"Note: word OUTBOX can replace INBOX in

all options listed above.’

' OUTBOX—oldest iteins fiise —— -

CREPLY ©

STATUS
ST .

Lets user respond to rl\c
author of a recelved i.nbox
inessage. : .

- REPLY -

REPLY #

Produces lndex of 'nall items
sent by the user. '

-STATUS

STATUS (MAIL ITEM ID)
STATUS 001-1754A" -
will give delivery

. status of item 001-1754A. )

Lets user.send outbox.
. messages.

SEND

" SEND #.

May be used in the rexr or

[END

" YES

'NO

distribution parameter sections
of a message. This will reutrn
a ! prompt $0 a new com-
mand can be issued. -

.'May be used in the text 6r

distribution parameter sections
of a 'message. Will renumber
all lines in multiples of 100

“and print the meuage being

creared

Ends the text and disrriburion )

parameter sections of message -
being creared.

'Valld response to MAILWAY'

question.

~._ Valid response to * AILWAY
" uestion. . '




