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1

1.1

1.2

Intervations

Please select a topic under this heading.

About InterVations

General E-mail: office@intervations.com

InterVations can be contacted either in the United Kingdom, or the United States of
America. For support on the MailCOPA Emalil Software please email
support@mailcopa.com. Although we offer telephone support our most knowledgeable
support staff are not always available by telephone and you are likely to receive a more
accurate solution to your problem through email.

InterVations, Inc.

PO Box 1017
Sandwich, MA, 02563
USA

Phone: +1 508 833 1660

InterVations Ltd.

70 Bridle Close
Paignton
Devon

TQ4 7ST

Technical Support

If you cannot find the solution to your problem in this help file, please see the FAQ
pages on our web site (internet link)

If this still does not provide a solution, please make contact, as appropriate, with
our office:

Email: support@mailcopa.com
We guarantee a response to email support within 2 business days, however our
response times are usually much quicker than this.

Phone: +1 508-833-1660 (11AM to 4PM EST/EDT)
Although we do offer Telephone Support for the MailCOPA email client we can only do so

© 1999 - 2013 Intervations, Inc.
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when staff are available. This is usually between 11AM and 4PM EST/EDT Monday to
Friday, excluding US public holidays, but this is not always possible.

Our Email Support, where you will speak to our best support specialists, is however
manned 364 days a year for around 15 hours a day. You will generally get a much
faster response and a better answer from our dedicated email support specialists than you
will from telephone support.

If for any reason you are unable to send email you can use the support contact form at:
www.mailcopa.com/support.php

When requesting support please quote the version and date information in the About
window.

Also, please give as much information as possible about how the problem arose (just what
were you doing at the time?) and details of any error messages displayed.

1.3 Registration

When you install MailCOPA it will automatically start as a 30-day evaluation version - no
registration is required.

Pricing of registration depends on the number of users allowed, and whether it is a single or
multi machine installation. For details of pricing please see our web site.

At any time during the evaluation period you can apply for a Registration Key, using the
Registration Form or enter a Registration Key if you have one.

Outside the evaluation period, unless registered, MailCOPA will only display the Registration
Dialog, and the Registration Form (which can only be sent to Intervations by mail, or another
emailer), but no other functions will be available.

Registration is specific to the machine which holds the data - if you are using MailCOPA as a
standalone installation on a single machine then this is simple. However, if it is being used on
several machines on a network, then you must be sure to undertake the registration process
on the machine that holds the data. A Serial Number is generated, and you will need to quote
this to Intervations in order to get the corresponding Registration Key.

Getting a Registration Key

Use the menu option Help = Register MailCOPA - this will bring up a dialog for entering the
Registration Key. If you do not already have one, then press the button to open the
Registration Form - this will include the Serial Number for that machine.

Complete all of the relevant fields, ensuring that you specify the number of user licences you
require for your MailCOPA installation, and whether you require a single-machine licence (for a
standalone machine) or a multi-machine licence (for several installations on different machines
on a network all accessing a central data store).

You may always upgrade to a larger number of users in the future if you wish.

© 1999 - 2013 Intervations, Inc.
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Payment is normally by credit card - please ensure that the address details you provide
are those of the CREDIT CARD HOLDER

Payment can also be made via PayPal.

The registration form shows the Serial Number (unique to this computer) and Reseller ID. Press
the Secure Online Registration button, and you will be taken to our secure server, where you
can specify the type of licence (single/multi machine, number of users), and, after payment,
obtain a registration key.

If MailCOPA is outside its evaluation period, then go to our secure server and enter the details
from the registration form:

https://secure.intervations.com/mailcopal001.php

If you wish to pay by other methods, or would like further pricing details, please contact
Intervations Technical Support. Please be sure to include the Serial Number for the machine
that holds the data, available from Help = Register MailCOPA.

Normally, The Registration Key will be sent to you by email, but if you prefer them to be faxed
back to you then please ensure you check the "Fax" option at the bottom of the form and enter
the fax number to which you wish them to be sent in the appropriate field.

Entering the Registration Key.

If you are using MailCOPA on a standalone machine, then you clearly only enter the
Registration Code on this machine.

Where MailCOPA is installed on a number of machines on a network, all accessing the same
central data store on a server the Registration Key must be entered into MailCOPA on the
server machine.

Click on the Help menu option on the MailCOPA main window and select Register, you will be
presented with a dialog box that already shows the Serial Number. Enter the Registration Key
into its own box, exactly as it was sent to you.

Thank you very much for registering MailCOPA. We are confident it will give you a great deal of
useful service.

IMPORTANT We ask that you please ensure that you safely store the Serial Number and
Registration Key in case you ever have the need to reinstall MailCOPA for any reason. Should
you lose the registration key we will normally provide a replacement free of charge, though in
exceptional circumstances we may make an administration charge.

Should you have questions or problems with the registration, please contact Intervations
Technical Support

1.4 Credits

Many thanks to our beta testing team for their diligence in uncovering bugs, and valuable
suggestions in the course of the development of the MailCOPA Web Server Software.
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Particular thanks are due to:
lan Walden

Dave Rusk

Dave Hedges

Bart Cannistra

Arthur Brough

Mike Bostock

Ashley Allerton

We are always looking for new beta testers for our products. To qualify as a beta tester
you must have purchased at least one InterVations product. If you are interested in beta
testing for us please contact support@intervations.com

© 1999 - 2013 Intervations, Inc.









18

MailCOPA Help

2

2.1

2.2

MailCOPA Manual

Please select a topic under this heading
Welcome

This Help File (V 13.01) was compiled on Tuesday, April 16, 2013 15:33
Welcome to MailCOPA, a professional, multi-user email client that is compatible with
Microsoft XP, Server 2003, Vista, Server 2008, Windows 7, Server 2008 R2, Windows 8
and Server 2012
MailCOPA has been designed to be as intuitive as possible, but if in doubt, right-click in an
area of the screen and you will usually get a context menu with options relevant to the
context.

This help file contains information about every area of MailCOPA:

1.Press F1 at any time for context-sensitive help.

2. Select a page from the Table of Contents, to the left.

3. Search for a word or phrase from the search tab to the left.

4. Click on a Hot Spot on an image in the help file for popup help on a control
Menu Options are shown like this: File == Connect

Go to the Introduction.

Go to the Credits page.

Using the Help File

This Help File can be accessed in various ways:
1. From the MailCOPA Help menu

2. By pressing F1 the Help File will open at a page relevant to the part of MailCOPA with which
you are working - Context Sensitive Help

Menu Options are shown in the following way:
File = Print - This means select the File menu, then the Print Option.

Most of the images have Hot Spots which, when clicked, provide a popup with further

© 1999 - 2013 Intervations, Inc.
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information - look for the mouse pointer to change to the Link form: {b

|
Clicking on this image ‘3 will also reveal a popup with additional information.

2.3 What's new in version 13.017

Added support for MySQL database as an alternative to the existing built-in database.
Addresses can now be copied to other Address Books as a link.
Added ability to set a reminder on a message.

Added three new outgoing filters, Add To Address, Add CC Address, Add BCC Address.
Will add the supplied address to any outgoing mail that matches filter.

Added option on Folders Properties to copy properties to all sub-folders.
Added Open All Sub-Folders option on Folders Context Menu.
Added attachments column to search results screen.

Address selection screen sort order will now be in the same order as address cards (ie,
can be surname, forename or forename surname depending on column settings).

Address selection screen now sizeable.

Additional information added to the Information Panel, if a label has been attached to the
message, or attachments have been deleted.

Added print mail received report option on Reports menu.
Added ability to set hyperlink on inserted images in HTML editors.
Added ability to configure Diary Labels

Added ability to send and receive text/calendar messages (Outlook calls these meeting
requests). Diary event will be created when they are detected coming in.

2.4 To Begin at the Beginning
Please select a topic under this heading

241 Introduction

MailCOPA is professional level email software designed especially for Windows-hosted TCP/

© 1999 - 2013 Intervations, Inc.
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242

IP based PCs. You only need to have a connection to the Internet or a company Intranet/
Network to take advantage of its powerful features.

MailCOPA is a professionally developed, fully integrated multiple user, multiple email-
account software package that provides all the facilities you will ever need for handling
Internet/Intranet Mail.

MailCOPA can be used as a "stand alone" installation on a single machine, or it can be
installed on a central server, with "satellite” installations on the network, all accessing the
central data store, including the address books. Thus multiple users can access their emalil
on the server from their own machines, and any user can access their email from any
machine on the network if they wish.

MailCOPA will run on 32 and 64 bit versions of MS Windows 2000, XP, Server 2003, Vista
and Server 2008.

MailCOPA provides all levels of users with all the features you might expect in a
professional email package. It is tremendously powerful, and yet not too complicated to
get used to and has been designed to be as intuitive as possible.

It takes account of differing ways of working, so that functions are often available from
the Main Menu, Toolbars, Buttons, Context Menu or by Keyboard Combinations (HotKeys).

We are sure you will find that it will be worth your while investing a little time to fully
investigate its power and flexibility.

Go to Getting Started .

User Logins

Under Windows 2000, XP, 2003 Server and Vista, a distinction must be made between
, and MailCOPA Users:

A MailCOPA User is a name used only within MailCOPA itself: it has no connection with
Windows Users.

MailCOPA Users cannot see each other's mail, and for the most part have separate
configurations under MailCOPA. MailCOPA users can log in from any MailCOPA client
installation that has access to the MailCOPA server.

A is the term applied to the name under which you login to Windows.
Some can have administrative privileges, enabling them to make certain
critical changes to the setup of the machine, including the ability to install (or uninstall)
software. Other users may not have such privileges, and this will restrict their activities.

Under the above operating systems, you should install MailCOPA as an Administrator.

It will then be available to all users, who can (if they are a MailCOPA Superuser) create
or delete MailCOPA users, and change MailCOPA users' configurations.
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243 Getting Started

Single/Multi Machine installations

MailCOPA may be used in a single-machine configuration (running on a machine that
holds the data on its own hard disc), accessing the Internet via, for example, a dial-up
link, a DSL or Cable Internet connection.

MailCOPA may also be installed in a multi-machine configuration, where several
installations of MailCOPA exist on computers on a network, all accessing the same data
on a so-called server machine. This has the advantage that any user may access their
email and address book(s) from any computer on the network.

If you need help configuring the network for a multi-machine installation, please see here.
If you installed MailCOPA yourself.

During installation, details relating to one user (User Name, Real Name, email Address, mail
servers etc) will have been entered, and this user created. A default user called ROOT wiill
also have been created, but no further details will have been entered. No login
passwords are allocated at this stage.

Both your named user and ROOT are Super Users, and can thus access and change the
details of other users.

Selecting and clicking on the MailCOPA icon in the Windows Start Menu, will display the
MailCOPA Login window, where you select a user name and enter the corresponding
password (which is initially a blank) in order to enter MailCOPA.

At this stage there is no need to make any changes to the users' configuration, but if you
wish to do so, please refer to the User Details page.

Similarly, other aspects of the configuration can be left at their default settings for the
moment, but when you have familiarised yourself with the basic functioning of MailCOPA,
you may wish to look at the User Preferences.

If MailCOPA was installed for you.
This is likely to be the case if it was installed on a network by the Network Administrator.

Select and click on the MailCOPA icon in the Windows Start Menu will display the
MailCOPA Login window, where you select your user name and enter the corresponding
password in order to enter MailCOPA.

It should not be necessary to amend any of the User Details, as these should have been
entered during the installation.

Similarly, other aspects of the configuration can be left at their default settings for the
moment, but when you have familiarised yourself with the basic functioning of MailCOPA,
you may wish to look at the User Preferences.

MailCOPA is now running.
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244

It would first be a good idea to look at the ways in which MailCOPA can be viewed, and at
the use of the Address Books.

Please note that extensive use is made of 'Hot Keys' (keys used either alone, or in
combination with other keys, such as SHIFT + S to mark all messages in a folder as
Seen), and Context Menus, which are accessed by right-clicking the mouse button.
Depending on what you have right-clicked on, you will get a different context menu,
appropriate to that object and circumstances.

Login
The first thing you must do when running MailCOPA is log into the system.

The Login dialog box displays the program version number (which may change from that
displayed here as updates are installed)

Select the Username you require in the drop-down box and enter the apprpriate
password. If no password has been set you can just press the Login button.

You can log onto the system as another user at any time from the main menu by selecting
the File == Logout menu option. This will close your current MailCOPA session and re-
display the MailCOPA Login dialog box.

Once logged in, it is possible to have MailCOPA automatically login as a specified user,
(Configuration== Preferences == Global), or you can use the checkbox on the Login
dialog to achieve the same end - see graphic below.

Alternatively an immediate login can be set up in the MailCOPA shortcut, see here for
details.

MailCOPA | ogin

e - Welcome o Inkeryations MailCOPA

- Mulkiple User | Multiple account mailer

Y/ 5,023 13th Juky 2007

Lser Marne: | w |
Password: | |

[ ] Abways login as this user on this machine

[ Login ][ Cancel ]
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The Address Books are accessed by pressing the W putton at the lower left of the Main
Window

The setting under General Preferences can be used so that on startup, MailCOPA will open
the Addresses area.

It is possible to have multiple address books, each of which can be kept private
(availability determined by the creator), or public (available to selected other users - see
the Sharing tab).

Addresses can be imported into MailCOPA from ‘Comma Delimited Values' (CSV) files, or a
number of other formats, from Wizards == Import Mail/Addresses ...

Address books can be exported from MailCOPA as CSV files from the main Address Books
view.

Entries may be moved or copied between Address Books using Drag and Drop - if the
CTRL key is held during the operation, you will be offered two options:

1.To create a link to the address - only one copy of the address record will be in the
database, but it can be accessed from either Address Book. Amendments to the
address made from either Address Book will modify the single record. If you delete the
address from one Address Book, you will be asked if you wish to delete it from all other
Address Books too.

2.To create a copy of the address. This will create a new record in the database,
distinct from the original. Any operations carried out (Amendment or Deletion) will only
affect the copy held in that Address Book.

A simple Drag (without holding any other keys) will move the entry.

Click HotSpots on the images below for further information.
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Surname:l'-.-'-.-'are
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Full Name:|.ﬁ.ndy Ware
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Ermnail .ﬁ.ddress:|ap-ware@intervatinns.u:u:u.uk

Motes: Zhange Pickure

| ok ” Cancel

© 1999 - 2013 Intervations, Inc.



MailCOPA Manual 25

Address Book Settings

Each Address Book is configured separately, so settings for different books can be
completely different.

¥ MailCOPA - ASHLEY E‘__"'E El

Bfe Edt Wew Folder Mescage |kities Configuration Wizards Help

A ®© @ D Jd &. B @ & W o
Bravious |-

Composa,.,  Search,.. Connach Raphy Eorward Headers  Prink...  Add Address  Colect Mal

"ﬁa“;i:m || ddresses | Shering | Settings
= (18] ey Wou can anly change settings For your own address bocks, IF you are viewing shared books and wal
& ki chanigs those settings you wall need to ask the books ovner
Beri
(B DR&F 2010
B oRaF Confirm Salliregs For Book: Googhs
LB} OPAF Enterer: [+] Syrchrantse this book with Google Cortacts
LB DPAF Entries |
(8 0P B , Googls Conbacks Lisername: |john, dosiPorad.com
B CPaF Endries | Gongle Contacks Password: esssssssss
B oPaF Endries 1 : .
{1 CPAF Entries Sy everyt (5 :_ Mirniteg
L) DPAF Marnber
LB Debbie Acddess Card Sort Crder
1B Deven PAF

() Surname, Foranams]
{8 Er i ]

o BT ) Forename] Sumame

T

[seook | [ aoioom

Add Address
I <] _m:u;l
I Last oonnechion: 30/06{2001 16:30 = Mo new messages

246 Menus

These are the usual Windows menus available near the top of the MailCOPA parent
window, rather than the Context Menus produced by right-clicking on an item, though
some of the options may be available from both.

Note that some options may be unavailable, depending on the current context - for
example, Mail == View Mail Waiting will be unavailable if you have not previously gone
online, checked the relevant mailboxes, and assembled such a list, which otherwise does
not exist.

In particular, the editors will have options (especially on the Edit menu) not available
elsewhere.

File Edit Y¥Yiew Folder Message Utilities Configuration Wizards Help
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File

Connect Connect to collect and/or send mail -
opens the Connect Dialog

Connect Default Connect immediately to collect/send mail,
using the options set here. Does not open
the Connect Dialog as above.

Print Print the contents of the currently
selected message. If part of it s
highlighted, the Selection option will be
available on the Print Dialogue. See also
the section on Print Preferences.

Print Default Print immediately using the MailCOPA
default printer (set here), and
(Windows) default settings for that
printer.

Logout Logout as the current user name, and
login as another user: opens the Login
Dialog

Exit MailCOPA Close down MailCOPA completely.

Edit

Undo Ctrl + Z Editors Only. Undo the Ilast editing
action.

Cut Ctrl + X Editors Only. Cut the selected text to
the clipboard

Copy Ctrl +C Editors Only. Copy the selected text to
the clipboard

Paste Ctrl + V Editors Only. Paste the text from

clipboard.
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Paste Quoted

Remove Quotes

Add Quotes Ctrl +Alt + Q

Snip Alt + 1

Insert

Find

Find Next

Speak Message

Copy

Select All CTRL+A

View

Editors Only. Paste the text from the
clipboard, marking it as quoted.

Editors Only. Remove quote marks from
the selected text.

Editors Only. Add quote marks to the
selected text.

Editors Only. Delete the selected text,
and replace with the <SNIP> text
configured in Preferences - Editing

Editors Only. Allows the insertion of text
from a file (.txt, .rtf and .html files only),
or from the Quick Text - though the latter
is more easily accomplished by using the
HotKeys Alt + 1, Alt +2, Alt + 3 etc ...

Find a word or phrase in the currently
selected message.

Search for the next occurrence of the
word or phrase last entered into the Find
dialogue.

Speak the message - this requires a Text
To Speech (TTS) engine to be installed.
This is by default in Windows XP, see the
Speech applet in Control Panel.

Select the option again to stop speaking
the message when speaking.

Copy the selected text to the clipboard

Varies in its exact action according to the
context.
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Show HTML

Show Text

Show in Online Mode

Show in Browser

Headers

Mail Waiting

Connect Log

Where a message is currently displayed in
text-only format, and has a Rich Text
(HTML) section, this HTML section will be
displayed.

Where a message is currently displayed in
HTML format, it will instead be displayed in
text-only format.

Fetch from the internet any embedded
images that have not been sent with the
message. Beware that this may be used by
spammers to check if you have viewed the
message, so be cautious.

Show the message in the computer's default
browser - this is useful for very complex
HTML messages which the MailCOPA editor
cannot fully display correctly. The same
caveat applies as in the above option about
fetching images from the internet.

Show the full messages headers in the
viewer.

View the Ilist of mail that you have
previously marked for collection from
external mailboxes during your next
connection. Opens the List of Mail Waiting
window

This is a log of mail sending, collection and
processing, which may be of assistance
when diagnosing problems. It is split into
two sections, one showing the actual
connection activity, and the other showing
the processing of messages by MailCOPA
once they have been received.

This is the same log which is opened
automatically when mail is sent or received,
though each time it opens, it is cleared and
just records operations during that
connection. This Connect Log holds a
continuing record of all such sessions.
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Mail Counts

Addresses

Mailing Lists

Toolbars

For more details see toolbars

Windows

Whether a log is kept, and whether a new
one is started each day (rather than
continually adding to the existing one, which
can lead to a huge file) can be configured

in User Details.

Shows Unseen/Outgoing/Held mail for all

users, and allows a
user.

quick switch to any

Open the Address Books

Gives Access to the Mailing Lists

Mail Toolbar

Quick Viewer Tools

Button Text

Customise

Restore Default
Layout

Connection Log

Show or Hide the
Main Toolbar

Show or Hide the
Quick Viewer Tools

Show or Hide the
text on the toolbar
buttons

Customise the
toolbars, see here
for more details.

If you have
problems with the
layout of the
toolbars that you
cannot resolve any
other way, this will
return it to that
when MailCOPA was
first installed. A

useful "panic button"
!

Show or hide the
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connection log,
which may be
integrated with the
other windows if you
wish.

Folders Show or Hide the
Folders Window

Messages Show or Hide the
Messages List

Quick Viewer Show or Hide the
Quick Viewer

Mail Received Show or Hide the
Mail Received
Window

Restore Default If you have

Layout problems with the

layout of the
windows that you
cannot resolve any
other way, this will
return it to that
when MailCOPA was
first installed. A

useful "panic button”
!

Folder

The options on this menu apply to the currently selected folder.

Add Create a new folder

Delete Delete the currently selected folder.

WARNING - this will delete any messages
in the folder too.
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Refresh F5

Copy sub-folder structure

Close All Sub-Folders

Import

Mark all Seen SHIFT+S

Add to Favourites

Remove from Favourites

Properties

Message

Compose

Open

Refresh the display of messages in the
currently-selected folder - the same as
pressing F5

Enabled only if this folder has sub-folders.
Creates a new folder at this level with all
of the sub-folders of this folder. The new
parent folder and sub-folders will have the
same properties as those of this folder.

Close all sub-folders.

Import mail into the currently selected
folder. Messages in text format may be
imported a folder-full at a time, or UNIX
mailfiles (a single file containing multiple
messages, one after the other).

Mark all messages in the currently-
selected folder as Seen

Folders may be added to the Favourites
pane (above the main Folders List). The
original folder remains in the main list, this
is just a copy. Once there, they may be
used in exactly the same way as the
folder in the main list, including amending
its properties.

Remove from the Favourites pane.

Display the folder's properties.

Open a Compose New Mail Editor

Displays the message in a fresh View
Messages Window. Opening a different
message will result in its being loaded into a
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Reply

Forward

Forward as Attachment

Redirect

new View Messages window.

Opening another message opens another
fresh View Message window with this last
message displayed. You will now have two
similar View Message windows open.

Reply Reply to the
selected message -
a Reply Editor will be
opened. Any
attachments will
NOT be included.

Reply to All Reply to all those on
the distribution list,
ie those on the To:
and CC: lines in the
header. Any
attachments will
NOT be included.

Reply & Forward Include any

Attachments attachments with
the Reply

Reply to AIll and Include any

Forward attachments in the

Attachments Reply to all
recipients.

Opens a Forward Editor

Opens a Forward Editor with the selected
message(s) as attachment(s). Useful if you
wish to send a message completely intact.

Redirects the message to another address
- NOTE that you cannot edit the message,
the original header lines will be left
unchanged apart from the To: line. May be
used with multiple selections.
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Refilter

Filter

Mark Seen SHIFT+S

Mark All Seen

Mark Thread Seen

Mark Thread Unseen

Delete

Pass the selected message(s) through the
filters - useful if you have just created a
new filter intended to act on message(s)
like this/these.

NOTE that this does not apply to Outgoing
Filters which can only actioned when a
message is actually sent.

Show All Show all messages
in the Messages
List, whether Seen
or Unseen

Show Seen Show only Seen
messages in the
Messages List.

Show Unseen Show only Unseen
messages in the
Messages List

Hide Seen threads Hide all messages in
the Messages List
whose threads that
have been marked
as Seen

Mark the currently-selected message(s) as
Seen

Mark all message in the currently-selected
folder as Seen

Mark all messages in the currently-selected
thread as Seen (It is only necessary to
select one message in the thread).

Similar to the above, but mark all messages
in the thread as Unseen.

Delete the currently-selected message(s) -
they will be moved to the Deleted Items
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folder

Delete Message (Separate Message Deletes the message currently displayed in
Viewer only) this viewer window, and closes the viewer.

Undo last Delete Undoes the last Delete action, whether this
was of a single message or multiple
messages in one batch. NOTE that it
doesn't matter which folder or which
message(s) you have selected at the time
you undertake this, the last batch of
messages you deleted (ie they were moved
to the Deleted Items folder) will be moved
back to the folder they were in when
deleted.

Kill Expunge the message from the system - it
will NOT be moved to Deleted Items and will
not be retrievable after this action

Delete Attachments Delete the attachments on the currently
selected message

Move Messages

Copy to Folder Copies the
currently-selected
message(s) from
one folder to

another. A dialog will
be displayed so that
you can select the
destination  folder.
Copied files can be
identified because
the message subject
will contain the text

"(Copy)".

Move to Folder Moves a message
from one folder to
another. A dialog will
be displayed so that
you can select the
destination folder.
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Create Filter

Export to text .eml
file

Allows the quick
creation of a filter
to transfer
messages to
another folder on
receipt. Data from
the header of the
current message will
be available in the
filter dialog box to
simplify the process.

You may then wish
to use the Refilter
option above.

Copies the
currently-selected
message(s) as text
file(s) to the
destination selected
by the user. The file
extension will be
.eml but the file(s)
will be in plain text
format. The
extension .eml is
recognised as an
email message,
complete with all
headers. In the case
of multiple
selections, give a
filename like Xxyz,
and they will be
saved as Xyz-
l.eml, xyz-2.eml
etc

Additionally,
Dragging and
Dropping a

message onto the
desktop will result
in its being copied
as a text file to the
Desktop.
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Export to UNIX Export to a Unix

mailbox mailbox file (.mbx).
If a single message
is selected and
saved to an existing
file, this will be
OVERWRITTEN,
rather than adding
the message to any
existing messages in
the file.  Multiple
selections will be
added to one file.
The object of this
function is to add
files in one batch to
a .mbx file for
transfer/import to
other email software

Flag Messages

Hold This option is only
available on
messages in the
Outbox system

folder. A message
can be prevented
from being sent by
marking it as Held.
Held messages are
displayed in an

Italic font.

Unhold This option is only
available on
messages in the
Outbox system

folder which have
already been marked
as Held. A message
not marked as held
will be sent next
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Keep K

Unkeep K

Lock Unseen Alt +
L

Unlock Unseen Alt
+ L

Edit Label

Shift + Ctrl + L

time a connection is
made to the mail
server.

Marks a message as
Kept. The message
will  be displayed
with a key icon in
the kept column if
available. Kept
messages cannot be
deleted, and will not
be purged.

Removes the Kept
marking from a
message: it can
then be deleted and
purged.

Marks the message
as Unseen, and
locks it in this state
- it is not possible
to simply mark the
message Seen,
using the option
further up this
menu, or using the S
key.

Removes the lock
applied above - note
this does not mark
the message as
Seen, this must be
done separately,
using either the
option further up
this menu or using
the U key.

Attaches a label to
the message. This
may be up to 255
characters, and a
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Edit Subject

Categories

Set Colour

Set Reminder

field to display it in
the messages list
can be configured
from the Folders
Properties Settings.
In the case of
multiple selections,
the same label will
be added to each
message, but they
can subsequently be
individually modified.

Change the subject
of a received mail.

Message. The
original subject is
added to message in
an X-Original-
Subject: header for
reference.

Messages may be
allocated to user-
created categories.
For more details see
here.

Set the colour of
the selected
message(s) your
own choice of
colour. Useful for
quickly identifying
particular messages
in a folder. For
example you may
receive messages
from a web site
email script with a
specific subject and
wish to quickly find
them.

Timed reminder - for
more details see
here.

© 1999 - 2013 Intervations, Inc.



MailCOPA Manual 39

Addresses

Sending

Reset Default Return the colour of

Colour

Add Address

Add Distribution
List

Add to Mail List

Send Now

the message(s) to
the standard one
configured.

Adds the sender's
email details to an
address book. When
selected, a list of
address books will
be displayed from
which you can

choose the
destination, and you
will be able to

amend or add to the
details to be added.

Adds all of the
addresses on the
To: and CC: lines in
the message header
(excluding your own
address) to an
address book or
mailing list, which
can be selected
from the dialog
which opens.

Add the sender's
address to a Mailing
List prepared within
MailCOPA.

Send the currently
selected message
immediately. Only
available for
messages in the
Work in Progress
folder.
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Spam

Send Later

Resend Now

Re-Edit

Black List Sender

White List Sender

Send the currently
selected message
later (ie place it in
the Outbox. Only
available for
messages in the
Work in Progress
folder.

Resend the currently
selected message -
this will be disabled
if this is not a copy

of a message
originally written by
this user - ie the

From: line in the
header is not one of
the email addresses
entered here. If you
wish to resend a
message later,
simply drag and drop
it into the Outgoing
folder.

Opens the message
in the editor,
enabling

modifications to be
made, including to
the recipient
address(es). Applies
only to messages
you have written
and sent yourself,
NOT to messages
received.

The From: address
will be added to the
Spam Black List

The From: address
will be added to the
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Find Replies

Open Reply

Find Original

Open Original

Select All

Properties

Spam White List

Learn as Spam For further details
please see the page
on Spam Filtering

Learn as Clean For further details
please see the page
on Spam Filtering

Spam Score For further details
please see the page
on Spam Filtering

If this is an original message (ie one not
written in reply to a message received) this
will locate (but not open) any replies you
have written to it. Note that this only
applies to direct interchanges between you
and another writer - it will not work in
mailing lists for instance.

Opens the reply you wrote to this message
(if any) in a separate viewer window.

If this is a reply (ie a message written in
response to a message received) this will
find the original message. Note that this
only applies to direct interchanges between
you and another writer - it will not work in
mailing lists for instance.

Opens the original message to which this is
the reply.

Selects all of the messages in the Messages
List

Displays the message's properties, header
details, and gives access to the ‘raw' text
form of the message. For more information
see here.

© 1999 - 2013 Intervations, Inc.



42

MailCOPA Help

Utilities

Configuration

Set Preferences
User/Account Details
Edit Signatures

Edit Styles

Edit Filters

Edit Spam Filters
Edit Categories

Edit Diary Labels

Edit Stationery

Wizards

Various system utilities - for
information see here.

See Preferences

See User Details

See Signatures

See Editing HTML Styles

See Mail Filters

See Spam

See Categories

See Diary

See Stationery

more

These lead you through step-by-step processes for various infrequently-performed tasks.

Add User

Takes you through the process of adding a

new MailCOPA user.
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Add new mail account

Copy User

Import Mail/Addresses

Multi-machine Data Sharing

Export Mail

Reports

Mail Received

Help

MailCOPA Help

Takes you through the process of adding a
new mail account for the current user.

Takes you through the process of creating a
new user with all of the configuration option
of an existing user.

Takes you through the import of mail
messages from

e MS Outlook Express v5 & v6
e MS Outlook

Eudora

Thunderbird

¢ MS Windows Mail

Or of Addresses from:

e MS Outlook Express v5 & v6
e MS Outlook

Eudora

Windows Contacts (Vista)
CSV File

If this installation of MailCOPA is currently
configured to use data held on this machine,
this wizard will enable you to connect to
data on another server machine.

Takes you through the process of exporting
message from one, some or all MailCOPA
folders. They can either be exported as
single text files (*.eml) or in batches, each
batch in a Unix Mailbox (*.mbx) file.

Queries the database to list all mail received
between the dates you specify, in order of
date received. Mail permanently deleted
(killed) will not be shown.

Opens this Help File
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Getting Started

Whats New

Hot Keys

Show Tips

MailCOPA Home Page

Technical Support

FAQ Web Page

Send Machine Name to Client

Upgrade MailCOPA

About MailCOPA

Opens the Getting Started page in this
Help File.

Opens the Whats New in MailCOPA Version
11.01 page in this Help File

Opens the page covering Hot Keys in
MailCOPA in this Help File

Show the tips - these will have been
automatically activated each time you
started MailCOPA. This is for if you have
de-activated them.

Takes you to the MailCOPA home internet
page

Opens the Support Form on the MailCOPA
website (in your default browser).

Opens the MailCOPA Frequently Asked
Questions page - this is a very useful
source of answers to common problems.
TRY THIS FIRST - IT COULD BE A QUICK
WAY OF SOLVING ANY PROBLEM YOU
MAY HAVE.

Used in conjunction with the Multi-
machine data-sharing Wizard above.

License MailCOPA for more users, or for
multi-machine use (if your current licence
only covers single-machine use).

Shows the Version Number and Date of
this version, and various copyright
information.
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247 Moving from your previous Mailer

As many mailers use proprietary formats, the move from your previous one may not be a
simple task. However, MailCOPA is able to import messages directly from some other
mailers, or from text files, and will import .CSV files into address books.

MailCOPA has Wizards that take you through the import of mail messages from:

e MS Outlook Express v5 & v6

MS Outlook

Eudora

Thunderbird

e MS Windows Malil

Or of Addresses from:

e MS Outlook Express v5 & v6
e MS Outlook

Eudora

Windows Contacts (Vista)

CSV File

Messages

If the Wizards above are not applicable, MailCOPA can import messages that are in plain
text format.

First export the messages from your old mailer into a directory reserved just for this
purpose. You may be able to do this with complete folders, or you may have to do it
message-by-message.

Then select the MailCOPA folder into which you wish to import the message, right-click it,
select Import from the menu and then Text (.txt/.eml/.msg) files. Now find the
messages directory using the dialog box that is opened. Press OK and MailCOPA will
import ALL text files in that directory as messages into the selected folder. Caution -
ensure that all of the text files are RFC-compliant messages, as any that are not may
produce unpredictable results.

Similarly, UNIX mailbox files (a single file with many messages within it, one after the
other, supported by some other mailers) can be imported.

Address Books

Addresses may be imported directly from some mailers (see above).
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However, if you are not moving from one of the supported mailers, it may well be possible
to export them from your previous mailer as a .CSV file, which MailCOPA can import.

For further details see here.

Reading Mail

Please select a topic under this heading

Main Window

A range of viewing possibilities are available, all managed in this Main Window.

NOTE that from Version 12.01, the Default (Vertical) view is supplemented by the Default
(Horizontal) view. You can switch between the two:

View = Windows == Arrange Normally
View = Windows = Arrange Vertically

NOTE that the window configuration is stored locally and will not be available if the same
MailCOPA User logs in from another computer, nor if a different is used
on the local machine (it is stored in the Registry).

The following panes are available in the Main Window (they may be added or removed
from View == Windows):

Folders List

Messages List

Quick Viewer

Connect Log
e Mail Received
Default View

This is how MailCOPA will appear when first installed. The window can be reset to this
layout from View = Windows => Restore Default Layout

Click on a HotSpot for further information
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¥ MailCOPA - ASHLEY

Eile Edit Wiew Folder Message Utiities Configuration Wizards Help
A B ¢ B Fd H. 8 @€ & @
Compose., Search.. Previous ©oo  Conneck Reply Forward Headers Print.. Add Address
| Mazsages b 3 |
 hhie : Im:ﬂ £l @ [ From Subject Disbe Senit
D n PAE 1 2303 Jasper Solomon Devon Barogue and The Hand 19,008 /2009 2034
MailCopa List 3 1445 L) Jasper Solonwon The Handel Experience 14th € 28/10/2009 11:16
N 1w4s | 7] lasper Solomon  Devon Barogue is 108 07/02/2010 11:51
Web Editor 2 2821 |
H- A Seen Urseen / Custom Fiker iy B8 swrchtheeadngon S5 it Custom Fiter
I3 David B, 637 f'wﬂm.ﬁﬂﬁmﬁmLm Mall Receved |
& Mhn 5 |1
3 Debbie 2 1302 | Cuick Yiesvred 28
El:-urrm 12 From: “Jasper Solomon” <haspersimemberns. shines. net >
| Devon Barog.. 4 19 To: “Ashiey Allerton” <ashieyiaderton.org>
3 i’_}?erun?ﬂf 11 2303 Subiich: T Baoioe orcans
= il Acknowe... 52 Date: Sat, 15 May 2010 18:00:31 40100
= 200 ol ] e
&3 2007 &8 o Han el.qued. pof
& 2008 43 ||
2 2009 154 A
- Dear hshley
Barogque Masters
Concert of music by Vivaldi & Telemann
at Bovey Tracey on Saturday 19th June at 7.30 pm
b

L snA
r Last connection: B3/06/2010 09:11 - 8 rew Mmessages | . o
— = e e e

The Messages Window and Connection Log are tabbed together, and the Quick
Viewer and Mail Received Window are also tabbed together. Clicking on a windows tab
brings it to the front.

It is possible to move these around by dragging the tab of the window in question - eg it
is possible to move the Mail Received Window so that it is tabbed above its default
position with the Messages Window and Connection Log

If things get into a mess, DON'T PANIC! - you can reset the default view from View ==
Windows =% Restore Default Layout and start again.

Assuming you have not set the option to disable docking in the General Preferences, then
the following is possible:

& Switches to Docking Mode - all of the windows on this tab will slide out of view, just
their tabs being visible. Clicking on one of these tabs causes that window to slide
back into place so it can be viewed. When the mouse pointer is moved off the
window, it will slide back out of view again.

#  Switches from Docking to Normal Mode. The tabbed sets of windows will always be
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visible.

B Closes this window. It can be reopened from View = Windows =

Default View (Vertical)

The Main Window can also be arranged in an alternative layout:

¥ WallCOPA - ASHLEY 1 =]
ple (i Yiew [okder Message Mlties Confipeation Fiserds Help
-y i " )
A & ¢ o o - . b | s i =
Comse.  Search.  Previes Corsit  Beply  [orwand  Headors  Prie  Add Address  Collect Ml
hadl
[ RaTES e I T P
enrke Fib 1 ¥ O | Cush Ve 54
B g u :'.} F Ceegmes fum L LR PLESE L PO T L U )
e P i T ¥ Frae LR TR TR R R R
I mati Sl acy’s Dnwarg
t . S 1] by Batec Tue, 29 o 001 1704020 #0000
webi [t I ke e el 0148
| — e
tow (TS
= ) P Py -
& Owbeted .. 300 d0F
< b EE i
Db i '
& b i,
15 Pordieg L
S Peranad 2 5TR
B ok
D e e ]
O Spem 11 4
y g
-
G B g Comatoning ik Vosste | Mad Fopcesved

You can switch between this and the Normal view:
View = Windows === Arrange Vertically

View == Windows = Arrange Normally

View Message Window

This is a separate viewer to the Quick Viewer (part of the Main Window), though broadly
the same in functionality.

Its main advantage is that it can be sized to suit your requirements, and will open on top
of other windows.

It is accessed by selecting Open from the Messages context menu, or if set appropriately
in Configuration == Preferences == Messages, by double-clicking on a message in
the Messages List.
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file Edit Yiew Message

b . 8 'm e 5l

Reply Forward Show Headers Print  Add Address

From: CERT Advisory <cert-advisory@cert.orgs>
Tio: cert-advisory@oart.org
Subjact; US-CERT Technical Cyber Seourity Alert TA0S-2554 - Apple QuickTime Yulnerabilties

Hash: SHAL
National Cyber Alert Systen

Technical Cvber Security Rlert TADG-Z56R

Apple QuickTime Vulnerabilities

original release date: September 13, Z008
Last revised: --
Source: US5-CEET

It carries a part of the Main Toolbar, the buttons that are relevant to its function.

Any internet links (eg www.intervations.com) will be highlighted and if clicked will open
the default browser which will fetch the page in the link.

If a word has an asterisk immediately before it AND an asterisk immediately after it, it will
be displayed in *bold>*.

Similarly underscores () immediately before and after a word will result in its being
_underlined .

Right-clicking in the body of the message produces a context menu. The available options
will depend on the context (eg whether this is a plain-text or HTML view or whether a link
is right-clicked on). Click the image below for further information:
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Dpen Link
Find Cirl+F

@

Show HTHML Online
Show Text

e i Onkine Mode
Strip HTML

Show Message in Browser

REeECEs

Speak Message
£oom g
Show Headers

&

Select All Chrl+A

253 Attachments

If a message in the Message List has an attachment icon E..] next to it, then the
attachments pane will appear, just above the message body in the quick viewer.

“ all A Seen )\ Unseen 48 Thread

.]Messa li.M il Rece } fas
ges | Mail Receivt | g
Mttt |
Quick Yiewer T

Save b

; Open Wil

Frori: - iy

To: | 1 oy

|
Subject: DOAE =

| Frad
Date:  Fri, I 8 o

2-Mailer:  Inber v waswmne
Cusmvmrk b Wbl PO

S Otter Ad, DPAF Sylal | o e s o st

!" Commbim i Acksber hevolat

| S ik s VT

&

Niryshranier_

Sorry, Just | mews :
gaent them. = :
Wrwnomabe ]
B addio e
Pkl o Concrnl Chaces [Lep
Here they a 10| g st -t et (i {1220

Ugbowrd usmeg WS _I'TP Uiplowsd Warsrd
Som] T ¥

IS
i
t
!
|
Administ ratcj .

There is also a similar pane above the body if you use the full viewer by opening the
message.

WINMAIL.DAT files - These are produced by MS Outlook, and contain a rich-text version
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of the message, but can also contain attached files. If this is the case, MailCOPA wiill
display these files in the Attachments Pane.

Context Menu (See graphic above).

Right-clicking on an attachment will display a context menu, which is derived from
Windows' settings, with some appropriate additions. As we have no idea what options
Windows will have created on your particular machine, you may find that we have
duplicated some options, something we are unable to avoid.

Double-clicking on one of the icons will normally open the software configured on your
machine to run such a file, and load the file into it (unless it is an image, in which case
see Quick View.

Quick View is an option available for images - this provides a convenient viewer for
images. If set under Preferences = Messages = Viewing, the Quick Viewer will be
used when an image attachment is double-clicked. This has zoom, contrast and
brightness controls and you can pan around by clicking and dragging, all of which is very
convenient, without the need to load complex and demanding image-handling software.

If you have multiple image attachments to one message, a new viewer will open for each
image, as you double-click one after another.

In order to open it using the software configured on your machine to open that particular
format, you must right-click and select Open.

This menu will usually include the facility to save the attachment to disk, selecting a
location and alternative filename if desired.

Specific to .EML files, you may drag them and drop them onto a MailCOPA email software
folder, and they will be added to that folder, as if they had been received direct.

Properties gives the full filename, and file size - this is the size when decoded. Attached
files are encoded using schemes which involve a significant overhead - this can be as
much as 30%. The size reported here is the true one, ie without this overhead.

Beware of Malicious Attachments!

Email attachments are a common source of viruses (which can be very destructive) or
trojans (which enable a hacker to use your machine for such things as distributing spam
(Unsolicited Commercial Email) or mounting Distributed Denial of Service attacks). Some
viruses, worms, macros and scripts can send themselves to people in the Outlook address
book of an infected computer, so may come to you from familiar people, leading you to
believe they are safe, so it is wise to scrutinise them carefully before opening. If you have
a virus scanner installed, it is usually possible to virus scan an attachment immediately
within MailCOPA, (from the context menu when an attachment is right-clicked) and it is
wise to do this if you are in any doubt.

Potentially dangerous file types include: .COM, .EXE, .VBS, .PIF and you should also be
suspicious of files with the .DOC extension - if they are Word 97 or later they may contain
macros which can also be malicious.
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In some circumstances, the true nature of an attachment may be hidden, by not showing
the proper file extension (the characters after the last dot, or ‘period’). Whatever the
settings under Windows, MailCOPA will always show the full filenames and
extensions. eg homepage.html.vbs will be shown in full.

Windows has a commonly used setting which hides file type extensions for known file
types, which is a potential trap for the unwary. If you open Windows Explorer (right-click
on the Start button and select Explore) and select from the menu View == Folder
Options and then the View tab, you will see an option "Hide file extensions for known
file types" - if this is checked, then homepage.html.vbs will appear in Explorer and
other places as homepage.html, thus concealing the fact that it is in fact a Visual Basic
Script (potentially malicious), rather than a web page.

Writing Mail

Please select a topic under this heading

Compose New Mail
- - LJ - -
To compose a new email message click on the tewese button on the Main Window or select
Message = Compose from the menu.

A new message can also be started from the address books, by selecting an address, and
either using the context-menu (right-click), or pressing the Compose button.

However a message is started, its properties (To: address, From: address, Real Name,
Signature etc) will be taken from the Folder Properties of the currently-selected folder.

You can compose in Text or HTML format, depending on how you have configured MailCOPA in
the Preferences or Folder Properties.

Please see the pages on Plain Text or HTML editors for more detail.
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2.6.2 Replying
- [
The Reply Editor is opened by pressing the Resly  button in the Main Window or Message
Viewer.

A simple press of this button replies to the sender without including any attachments, but it
also offers a number of alternatives:

e Reply to the sender with or without attachments being retained

e Reply to all on the circulation list (apart from yourself), with or without attachments
being retained

It is possible to compose replies in Plain Text or HTML format.
The Reply Editor is broadly the same as the Compose Editor.
Reply Editor Main Characteristics

The address of the recipient (the original sender) is already entered in the To: field. You may
edit the To: CC: and BCC fields if you wish.

The subject of the original message will be placed in the Subject field with Re: add at the
beginning. Again it may be edited if you wish.

If configured in Configuration == Preferences =+ Messages == Editing, the text of the
original message will be quoted in the editor (with the original sender's initials if configured).

A Quote button is available - this will quote the whole of the original message - useful if
you have not configured to quote automatically as above, but wish to on some occasions.
If text was selected in the viewer when you pressed the Reply button, pressing the
Quote button will place the selected text in the Reply Editor at the cursor position. The
key combination (Hot Key) CTRL+Q does the same as pressing the Quote button.

See also this note below.

Viewing the original while replying
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2 Reply To Message - MailCopa List
file Edit View PMessage Table

i e Iy = || & g o % :
spiit | kil Copy  Receipt

Send fow  Send Later  Attachments Saye Quote Sign  Close i
[ To: [madcopa@intervations, com Nbxhnuts{]?nnnSaﬂ
6 cc
(88 Bcc:

Subject: [Ra: [MaICOPA] Hew Releass - MalCOPA Y502 Bata |

Oon Thu, 19 Jul 2007 22:33:13 +0100 was sent the following i
email

* I can no longer compose a message. If [ try, an Ercor message appears
> saying Aan srror was sncouncerd. I have sent the report which presumalyly

|

»BK=- On Thu, 19 Jul Z007 22:33:13 40100 was sent _the following emall
>BE- Weirdly enough, the compose mesaage function 1s working agsin.

Thizs was caused by selacting "My Folders" bhefora composing
the hessage

55 Signature: MSICOPA v FanTest % | From: ashley@pinmood.org.uk w

Pressing the Split button splits the editor (as illustrated above) so that the original, to
which you are replying, can be displayed as well as the reply you are writing. Press the
Split button to show or hide the original.

In the split view, text can be highlighted in the original and then by pressing the Quote
button on the toolbar or using the Hot Key for this (CTRL + Q), the selected text will be
quoted in the reply.

Text in your reply can also be marked as quoted text (using the leading character[s] set
here) using CTRL + ALT + Q

Notes:

If the original message header had different addresses in the From: and Reply-to: fields,
then before this editor fully opens, you will be asked to select which address you wish to
reply to. The first address in the list will be that in the Reply-to: field. Here is an
example:

Select Address

| Select Regly To Address

“Jahn Daoe” <johr@dos. coms
“John Doe” <johri@dos. co,uks

This can be particularly useful with mailing lists, where the usual reply address is the list,
but you wish to send a personal message to the person who wrote the message, rather

© 1999 - 2013 Intervations, Inc.



MailCOPA Manual 55

than to the whole list.

Effect of stationery on quoting

If the properties of the folder from which you are replying specify stationery that includes
the quote macro, quoting behaviour is slightly different: the whole message will be
quoted in a reply, unless part of it was selected in the original when the reply editor is
opened, in which case only the selected part will be quoted.

2.6.3 Forwarding Mail

=
The Forward Editor is opened by pressing the Eerward button on the toolbar, or by right-clicking a
message and selecting Forward from the context menu.

= Forward Meszage - Devon Baregue
fle  Edt Yiew [Message

e .;'."\. ." )

& | U 3 I Eﬂ = " . o =
Send ow  Send Later  Attachments  Urgent  Stationery  Sawe i ol Print EKill Copy  Receipt  Close

UB Yoo [lane Dow” clarsilbkppwdasts, com | Attacheents [ ] Do on Sand

s o

18 gcc:

Sibjedt: F’w: Dwvwon Rarpgus concerts and events ]

Tras message has been forwarded Lo you by “Fred Bloggs” <recf@bloggss coms
The enginal sender was "Mike" <mike@davonbaroque.co uke

Dear Fred

I am amailing you with details of thres important
date=z for Devon Barogque.

Fred Bloggs

1370 Sonaturs: Def sl Sg W | Pl Tcct W | From: seblerlbalerton, org L

It is broadly similar to the Compose New Message Editor, to which you should refer for
more detailed information.

You may modify the message in any way you wish before sending it.
The main differences are:

The text of the message you are forwarding will be entered, with a (fixed) preamble
indicating its origins.

The text of the message will not be marked with the quotes defined here, unless you have
configured this in Configure = Preferences = Messages = Editing.

2.6.4 Sending Attachments

This page deals with the sending of attachments - look here for details of how to work
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with attachments you receive.

The Internet mail system can only convey text, it will not convey binary files, such as
images, sound files, word processor files etc unless they are ‘attached'. For more
information on the technical details of this see here.

b
If you wish to send one or more such files with an email, press the atahments button, and a

dialog will open to allow you to search for and select the required file(s). You can select
as many files as you like at once by the usual Windows method using the SHIFT or
CONTROL keys. If you later want to attach one or more additional files to the same
message, you can repeat the process.

Alternatively, file(s) may also be dragged and dropped from Windows Explorer, onto the
MailCOPA editor window in which you are working.

You can also drag files from Windows Explorer onto the main MailCOPA window, and a
Compose New Editor will be opened, with the file(s) already attached.

It is also possible to drag file(s) onto the MailCOPA button on the Task Bar, but you must
wait for MailCOPA to open up before dragging the file(s) onto the main window.

However you add the files, you will see them listed in the Attachments Pane, to the right
of the address and subject details:

.

Sphit

-

1]
S |

Jd ®

Print EllCopy Receipt Close

#ttachments || Do on Send

'Egtwd.]:ug 'Efurt.pg Efp‘ih#!ﬂ'p.m

=

= ==

il

£ 3 —QQ

m. They'ra £S5

Right-clicking on a file in the Attachments Pane produces a Context Menu with various
options on it, including that of deleting the attachment (removing it from the message).
For more details of this see here.

You can set MailCOPA to zip all attachments on sending by checking the box above the
attachments pane - all of the files will be placed into a single zip file.

Data and the Internet mail system.

The internet mail system was originally designed only to convey 7-bit data - ie ASCII
codes up to 127. Each character is represented by a number, eg a space is number 32, a
capital A is number 65. Some machines will convey 8-bit data (ANSI codes up to 255 -
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used for extended characters such as €, a, 3, © ) but this is not guaranteed, and 8-bit
characters may arrive in a garbled form.

For sending and receiving such characters, MailCOPA supports a standard method called
Quoted-Printable, which converts 8-bit characters to a string of 7-bit characters, which
the receiving software (including MailCOPA) will convert faithfully back to the original 8-bit
characters.

Binary data files can be 'attached' to a message by converting them into strings of 7-bit
characters by a standard method. This is done transparently by MailCOPA, you don't need
to sit poring over bits and bytes with an abacus!. Again, the receiving software (including
MailCOPA) will translate the 7-bit characters back into the original binary form.

Configuration

Please select a topic under this heading

User Details

The User Details Window, accessed from Configuration == User/Account Details,
allows you to create new MailCOPA Users, and set & change their preferences.

When installed, MailCOPA creates a default user called root. The root user is classed as
a Super User, and this will allow access to all areas of MailCOPA. Only Super Users can
create new users, and alter the configuration for other users.

All MailCOPA User Details will be the same whatever machine that MailCOPA User logs in
from, and whatever the is in use.

Please click on a relevant area of the images below for further information.
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. serfAccount Details

= Usars
[+ ASHLEY
#- debbie
= support
|= Emeail Addresses
roobi@aberbon.ong
office@intervations
office@intervations
= Incoming Mall Servers
192.168.1.2

2 Oubgoing Mal Sarvers (!
192.168.1.2
smitp, clara.co,uk
LR, H.nem‘d:r.:nl
Collect mail for athear us

o
(%]

User Details
Edi details For wser
User name: |support 1
Password: E*”"" |

Real name: |M.aICGPﬂ. Support

Default &-mai addrass: imn;@nnﬁm.mm e
[]vcle oubgoing mail gateveays Connection Log Fle
[7] super user © lione

[] Plar sound wihen new mal recetved gxn«d&mgu:;g .: | M
[] alowe otiver users o collect iy mal bt
[] Shee rieen tail ican if mal cobected for other users

roobi@abarbon.ong
affice@inkervations
affice@intervations |

= Incoming Mail Servers
192, 168.1.2

= Oukgaing Mal Sarvers (!
192.168.1.2
smitp,clara.oo,uk
LD, H.nermdn:r.:nl
Codlet mail For ather s

Email Addresses

Wou can have more than one ernall address per emal account. Using this section yvou
can define what real names are Bagged bo emal addresses and wihich oubgaing mai
sarver shiould handle mal addressed with each emall address

Add New Email Address

Lo J[ con
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= Lisars
B ASHLEY
[+ debbie
= support
(= Emeall Addresses
raati@alierton.org

officegintervations

office@intervations
= Incoming Mall Servers

192.168.1.2

2 Gubgaing Mal Sarvers (!
192.168.1.2
smtp, clara.co,uk
LR, hh:m'-der.:nl
Collect mail For athar ws|
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Email Address

Configure the real name assoclated with an email address, and which outgoing mal
server should hande the address

Feeply to address:
Real Mame: Interyations Ofﬁca{UKJ

Outgeing mail server: pefanl b
DpenPGP Secrel Key | §/MIME Private Key

(=) Do not use OpenPER
(T Use key From secret keyring File: .

S—

Delete This Address

Lo J[ coms |

= suppart
(= Emeall Addresses
roat@aberton.org

officatinkervations

office@intervations
= Incoming Mall Servers

192.168.1.2

(= Oukgaing Mal Sarvers (!
192.168.1.2
smitp, clara,co,uk

smitp. bueyender.co|
Collect mizil For ather ws

Email Address

Configure the real name aesoclated with an email address, and which oukgoing mal
server should hande the address

Reply to address: |
Real Name: Interyations Ofﬁ:a@.llc] .

Outgeing mail server: Defaul b

| OpenPGP Secret Key S5/MIME Private Key
(%) Do not use SMIME
{3 Use key From windoves certificate store

7 Use imported certificats

| Deleke This Address

Lo J[ cod |
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= Lisars Incoming Mail Servers
# ASHLEY MalCoPa can collect from an unlimited number of emad servers regardless of the
# debhie type of license you have
= support
(= Emafl Addresses
raat@aberton.org [Md Mews Incoming Mal Server
office@intervations
office@intervations |
[S) [nComing Maill Servers

192.168.1.2

2 Oubgoing Mal Sarvers (!
192.168.1.2
smitp, clara.co,uk
LR, H.nem‘d:r.:nl
Collect mail for athear us

® UserfAccount Details

supporb@navico & Incoming Mail Server
support@pingeo | Incoming Mail Server Datalls
suppporb@veges |

tech@epia.orgil | | o ar Typed PoPa w| Porti110 ] [Reset DeFaut
webadib@davon 1 —

b dBapcn Host name:| 192, 163.254.2

= Incoming Mail Sarver

et User 1D |rubbish
192, 163.254.2 i
! Password: essssess
192, 163,254.2 Erwalope: I

192.168,254.2
192, 168,254.2 [#] Enable collection from this maiboz:

Lol el [ This server requires & secure connection (S5L)
192.168.254.2
192.163,254.2 PR3 Options IMARS Options
192,168,254.2 [] Leave mail on server Didat
(= Cukgaing Mal Servel [#]Leave mal on server For: (2 3 Eu:la','s
19.2_ L63..2'_=T4_2 RBemove from server when deleted
| [¥] Ianore duplicate messages

w | []Use POP3 Envelope

Lo [ conel J[ ooty |
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= support
(= Emafl Addresses
root@alerton.org |
office@intervations
affice@intervations |

= Incoming Mall Servers
192,168.1.2
mail. maicopa, com

(B Csbigoing Mal Serve
192.168.1.2
smitp, clara.co,uk
smitp. bueyonder.co

Collect mail for ather us

Outgoing Mail Servers
ou can &dd an unkmnited number of outgoing (SMTP) mal servers. You cantle a
specific emal address bo & spedfic server, or you can have MalCOPA cvcle the
oubgoisg mafl gateweays until one accapts your mal.
Add Mew Oubgoing (SMTF) Server
[ o || come

serfAccount Details

= Usars
B ASHLEY
¥ debbie
= support
= Email Addresses
roobi@abarbon.ong
office@intervations
aoffice@intervations
= Incoming Mail Servers
192.168.1.2
mail. mailcopa, com

= Oukgaing Mal Sarvers (!
192.168.1.2

smitp. clar uk
sritp.bse yonder.col
Collect mail For other us:

Outgoing Mail Server
Configure an oubgoing (SMTR) mal server

Host Mame: |smitp.clara, oo,uk
Username (iF reguirad): o
Password (if reguired):

[T This server requires an S3L connection

==

[ o
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= Lisars Colleck Mail For Other Users
# ASHLEY IF other usars have ghven their permission then you can collect their mail, while
# debbie colecting vour mal, You wil not be able to see their mail unless they have shared
= support thair Folders with vou, the mail wil be sent to thedr inbox and through their Fiters
(= Emafl Addresses T ; .
raat@alerton.arg | wsailable Lisars [ Eﬂaletbed Usars

office@inkervations | | poot
office@intervations

= Incoming Mall Servers
192.168.1.2
mail. maicopa, com

2 Oubgoing Mal Sarvers (! s |
192.168.1.2
smitp, clara.co,uk
smitp. bueyonder.co

Colleck mail for other us

Host Name

If you are using a POP3 account then you must specify your host server. eg
mail.myserver.co.uk. The host can also be specified as an IP Address. eg 192.168.10.1,
though if you are accessing a server on the Internet, it is better to use its name, as its IP
Address might change without warning. Also, the name may relate to a group of machines
which will be accessed differently depending on such things as loading. The name will
always find the server.

Should you need to specify a non-standard port for the host, then it should be added to
the end of the name or IP Address separated by a colon (:) eg mail.myhost.com:999 or
192.168.10.1:999

Envelope

Mail originally addressed to several different addresses (sometimes through mail aliases)
may end up in the same POP3 mailbox, and this "envelope line" can indicate the original
address for which a message was intended, and thus the MailCOPA user to which you
want it directed.

Several formats exist, such as:
Delivered-To: fred@somewhere.com

Envelope-To: fred@somewhere.com
X-Envelope: fred@somewhere.com
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If messages you receive contain such header lines, insert the version that occurs in
messages that you wish to be passed directly to this mailbox.

If this field is left empty, this facility will be ignored.

27.2 Preferences

Accessed from Configuration == Preferences

The Set Preferences Window allows you to set a large range of settings: any preferences
changed in any tab except the Global Tab will not effect other MailCOPA users.

Also (apart from the Global tab), the preferences for this MailCOPA user will be the same

regardless of which is logged in, and which machine he/she connect from
(assuming a multi-machine installation).

¥ cet Preferences

| — bl Settings

These settngs will affect al users on this machine

= Messages Aus b= A

Moemal renly haader

Bt i . Click Here

T for further

H'wl:lng - L]
s information
& Quick Text
= Connections
Schadied Conmsctions
Speling
Sham
Duary

]

% J[ oo J[ o |

2.7.3 Folder Properties

Various settings can be varied folder-by-folder, leading to very flexible working.

When a folder is selected, all of its configuration items will be active, and where relevant,
will override the options set in the general configuration.
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Note that this applies to various aspects of messages written while a folder is selected. If
you have configured (for example) special address details, and HTML format instead of
text, these will apply to any message being started while this folder is selected (a New
Message or a Reply).

To create a new top-level folder, select My Folders, right-click and select Add from the
context menu. You can then set the properties of the new folder by right-clicking on it
and selecting Properties from the context menu.

Folders can have sub-folders, which are created in a similar way to the preceding
paragraph: initially sub-folders will have the same properties as their parent, but
properties for all folders may be configured differently.

However, it is also possible to set sub-folders to always share the properties of their
parent, and if the settings of the parent are changed, those of the child will change
similarly.

The Folders Properties Window is accessed by right-clicking on a folder and selecting the
Properties option.

Click a Hot Spot on the images below for further information.

General

Total Messages: 7
Unseen Messages: 5

[ Always open folder at bottom | Select pidest uns=en

[ Thread messages (¥ Mo sending line wrap

[ Hide message counts (W] Show HTML messages

[ Remember last message viewed (] Show HTML messages in gniine mode
[7] Switch off quick viewer

wymmmdm-fwasj
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Addresses

It is possible to use different source and/or destination addresses depending on which
folder is selected when a message is composed (or replied to if it is in this folder).
Signatures and Stationery can also be varied folder by folder.

If options are not defined here, the settings (such as Real Name, Email Addres) in User
Details will be used.

Total Messages: 7
Unseen Messages: 5

]

| General | Addresses Lm;s Purging | Sending/Composing |Sharing|

(7] Use unique detais with this folder (] Use “shways send mail to field
[7] sk for email details when sending mail [] Use “ahways CC mai to" field
(7] Use “shways BCC mai to” fisld

Real Mame: Ashley Allerton
Default emal address: ash@allerton.org
Reply To Address:
Signature Fie:|
Stationery File:|MaicoPA

Always send mail to: ashley @pirvwood.org.uk

Always CC mail to: aﬂef@aiﬁrmﬂ.urg
Aways BCC mail to;

\Apply these settings to al sub-folders |

Fields

The Fields Tab allows you to select which columns are displayed in the Messages Window
and the order in which they are displayed for this folder. This can be different for each
folder. The order of the columns is defined by the order of fields in the Selected Fields
part of the tab.

Here is an example of the results of such configuration:
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Ptk i
k& 2 From Sishject Dste Sant [iate mcenved
kj Dt [*aPas*] Yiagra and other medications for nest to ot 27072007 1955 27,/07/2007 15:54
Mumbers Gilbert  [*SPAMY] Say goodbye to extra pounds 2TA0T 2007 17:14 Z2T/07/2007 16215
EAEfiéaa [*sPas* ] rel 1] Oi+-dou 58i847 - [ diaed didbe... ZTI0T 2007 1531 27707 2000 1533
Jonah Meyers [*SPAM*Y ] Super Saving Pills, SoPrescription, Easy Gede... 27707/200F 1501 27/07/200F 1509
\f! I.r"._‘_-"llﬂ ) Unssen |/ B Themad

Note the small triangle in the Date Sent label. This indicates that the messages are listed
in descending order of Date Sent. Clicking on this label will reverse the order (i.e.
ascending). Clicking on another label will list the messages in the order of that field, and
clicking again will reverse this order.

When messages are threaded, they will be listed grouped by subject, but can then be
further sorted by other fields - please see the page on the Messages List.

When switching from unthreaded to threaded mode, the last order will be remembered an
displayed when you switch back to unthreaded mode.

Multi-Field Ordering
1. Click on a field to order by that field
2. Hold the SHIFT key and click another field
3. If required, hold the SHIFT key and click on another field.
By this means it is possible to (for instance) list by
Date Sent

Date Received

Sender

Subject
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Folder Name: [f=n

Total Messages: 1
Unzeen Messages: 1

ise Settings fror

[-Gadeﬂdﬂ'esses. Fields [Pl.rwlg | sending/Composing | Sharing |

Available Fiekds
Size

Originating Folder
To [ From

Label

Receipt Received
From Address
Reminder

Selected Fields
Keep
Attachmernts
Urgent
Repled To
From

Subject

| |Date Sent

To

To Address
Date Received
Categories

|A;:phr these setfings to 2l sub-falders

Purging

This enables purging (permanent wiping of messages according to set criteria) to be
varied folder-by-folder.

If you configure the folder here to override the standard purge settings (set here), then
these folder settings will operate.

Note that this tab will be disabled for the Deleted Folder if you have checked the option
to "Purge Deleted Items On Exit" in Configure = Preferences = General. See the

help page on Preferences.

See also the help page on Deleting Messages.
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[ Oyerride standard purge settings | |Keep unseen mall
(¥ Don't purge this folder

Apply these settings to all sub-folders

Sending/Composing

It is possible to set the format (HTML or Plain Text) used for messages, which will override
the general settings here.

The folder in which a retained copy of outgoing messages will be kept can also be set
here - it is often convenient to keep these copies in this same folder.
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Total Messages: 0
[ Use Settings from Parent Folder Unseen Messages: 0

When sending messages from this folder copy message toi-
Test

| 7] Ask for folder on each send

[/] Override message type settings from this folder
Compose Mew Mail As... Reply to Mail In...
(7 Plain Text ) Phain Text
I HML @ H™ML

@ AskMe () Same format as received message

[ Crverride reply settings from this folder

Sharing

It is possible for a user to share one or more folders with other user(s). The other user(s)
will be able to see all messages in shared folders, and work with messages in them just as
the principal user (owner") can. They will for instance be able to delete, copy/move,
reply to and forward them.

Only the specified folders will be shared - sub folders will not be shared unless
specifically configured to be (see below).

Shared folders will be shown at the bottom of the Folders List, in this fashion:

5 h-E: Folde

=T
=+24 debbis
24 Inbox (7/9)
E-=3] oot
[ Mustetiss (0/0) = 1

Folder sharing is configured by the owner of the folders from the Sharing tab of the
Folder's Properties, see below.

A user (eg Bill) accessing another user's (eg Ben) shared folders can configure their own
settings for most options here, eg source address, folder for storage of copies of
outgoing messages.
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The folder for keeping copies of outgoing messages can be set to any folder, whether
this is one belonging to the current user, or one shared by any other user. Thus, if you
wanted to respond to messages sent to a temporarily-absent colleague, the retained
copies could be sent to your colleague's Sent Items folder.

Some things will always be handled using the settings of the Folder's Owner (Ben in this
example):

e Bill can't share Ben's folders with someone else.

¢ Bill can't delete - folders.

e Bill can't add sub folders to Ben's folders.

Also note the following:

e ALT+P will move message(s) to Bill's Spam folder and teach Bill's spam database

e Dragging a message from one of Ben's folders to Ben's Spam folder will work just as
above too.

|| Automatically share af sub-folders

Apply these settings to all sub-folders
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2.7.4 Configuration Scope

Particularly when used in a multi-machine environment, various areas of the configuration
of MailCOPA have different scopes.

However, BEWARE that configuration data may be cached and written to the database
later, so that if you are logged in from two different machines under the same MailCOPA
username, a change in the configuration made on one machine may not become visible
immediately to the other. Should this be likely to be a problem to you (it is likely to be
rare we think), close down MailCOPA on the machine that made the configuration change,
then on the other machine, then restart them both.

All Preferences (except Global, please see that page) and User Details are the same for a
MailCOPA User, whatever machine s/he log in from, and whatever Windows User is in
use on that machine.

All of the above (apart from Global Preferences) can be set differently for different
MailCOPA Users.

Toolbars and window settings are stored locally and will not be available if the same
MailCOPA User logs in from another computer, nor if a different Windows User is used
on the local machine (they are stored in HKEY_CURRENT_USER).

For more information about the differences between MailCOPA Users and
, please see this page.

2.8 Advanced Use

Please select a topic under this heading

2.8.1 HTML Format Messages

Messages can be written and viewed in HTML format, the latter only if there is an HTML
format section in the message.

HTML (HyperText Markup Language) is the format in which World Wide Web pages are
written. It allows you to use different fonts, layout, colour features, and include images,
but is not as flexible as word processors. It has the advantage of being cross-platform, so
though you may write a message on a computer running MS Windows, it can be read by
people using for instance the Macintosh or Linux operating systems.

MailCOPA, in common with other email software, only allows the use of fairly basic
features of HTML in composing messages, but should display most complex HTML
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messages, such as are used for example in email newsletters sent out by commercial
organisations. If these do not display properly, then Show message in browser should
be used from the Context Menu.

Viewing messages in HTML or TEXT format

If a message in HTML format is received, then there is a global setting for each User
under Preferences - HTML to automatically display it in Plain Text format. If this is not
checked, the message will be displayed in HTML format.

However, each folder can also be set to override this global setting and to display the
HTML or TEXT sections under Folder Properties - Send/HTML .

Whatever mode of display you use, you can always use the context menu (right-click in
the body of the message) to switch between the two.

"

There are some potential security risks in viewing messages in HTML format - images
downloaded which can be used to show to the sender that the message was viewed.
There are settings to prevent these actions under Preferences - HTML .

Writing HTML messages

There are global settings for each User for composing and replying in Plain Text or HTML,
under Preferences - Editing .

However, there are also individual settings for each folder under Folder Properties.

It is also possible to change between Plain Text and HTML formats during the composition
of a message, using the list box at the bottom of the editor.

In addition to the controls visible in the editor, there is also a Context Menu, available by
right-clicking the mouse in the body of the message, as shown below.

The Message Menu is slightly different to that shown in the Main Window.

In HTML mode, it is possible to view and edit the source code - click on the Source tab.

© 1999 - 2013 Intervations, Inc.



MailCOPA Manual

73

¥ Compose Message - Work In Progress [:"E"E!
File  Edit  ¥hew [Message  Table  Help
: ¥ - ( X .
=R b & D BEdast beu v ®
Send Mow  SendLaber  Attachments  Urgent  Stabbonery  Saye  Ooole Spll Priet Kl Copy  Beceipt  Sign Enorypt Close
() To: | MadOPA Supgort Team® <supportimaliopa, com: Hibochmoits Ll on sand
B cc
LB B
Subiject: | HTML Edibor |
- o - 8] [ i K i % E
This is the Red Header Style ez
trl
This is the default shla o
T his is the Emphasis Sryle Chrl+
* Thisis abullsted st
s Second line
1+ Al =1}
1. Thisis a numbsered list i
2 Second ling Ctri+F
This paragraph contains highlighted text ChrfeR
Editor |5-mm-
1:29 Shgnature: W HTML -
| Ll Add Address Alt=h
Select all Ctrlef
Table ¥

Message Menu

This is different to that in the Main Window as different functions are available here.

Click on a hotspot on the image below for further information.

Message

Send Now

Alt+L
%end Later Alt+0
Attachments Ckel+T
Urgent

Stationery
Quote Ctrl+0Q)

split

Kill Copy

*eUO0E®d

Keep Copy
Receipt
Sign

GDIE;IU

Encrypkt
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2.8.2

Diary

The Diary window allows recording of future appointments, with the facility for popup reminders
at specified intervals beforehand if required.

Diary Events are assigned Labels (such as Business, Private, Phone Call) each of which is
shown with a characteristic background colour for easy identification. Labels may be added and
amended from Configuration =~ Edit Diary Labels For more details, see the graphic below.
Meeting Requests (as they are called by Outlook) can be sent - right-click on an event and

select Send To, see below. A Diary event will be created when they are received by
MailCOPA or Outlook.

The setting under General Preferences can be used to start MailCOPA with the diary open.
The Diary can be synchronised with your Google Calendar - see the Settings tab below.

Click on a HotSpot on the images below for further information.

T pasiCoPA - ASHLEY

file [ Wiew folder Message UMilities Configuration Wizards teip

A #© @ B § &. @ @8 s W &
Compoye...  Gearch.. Previous ool Connect  Beply Formard  Headers  Print..  Add Address  Collect Mail
Dlary i
Diwy | Sharng | Sethngs

4 demzu ¥ 27 Jurm 2011 a
SMIWTFS ABLEY
i 1 % ¥4
K213 14 1516 17 10
9 20 21 2F E3 3425 p7 @
26Ef]en =5 m[ 1]
g« Y Open
30 Joog was iweos) mﬁ
09™ _
m: B tew oot Cf  CirleX
N I ey S Copy  CteC l
Views: e} A mem Becuming Event. | =
=y Paite Cyend Chid ey I s_hw'ﬂrnc.ﬁ.-: ] Di Free
O e o Thia ' ] | Tentative
o e B S Label ' B:
; 1ot S [
i g skt B Qut of Office
[ debeen | Syrchranize with Duthosk @ Detete

I Lt confmction: (/07 RT11 1706 - 34 news mirsages

Add or Edit a Diary Event
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¥

Cli

EL Event - Untitled B@ E|

Subject: |Dug Walk |

Location: |'|.|'|.|'DDdS | Label: | D Important w |
Start fime: |4.|'9flUD'9 w | |U?:30 — | [ ]al day event

End time: \4/9/2009 v|loz0 2]

Reminder: |15 minutes » | Show time as: |. Busy W

Out of bed lazy, the dog decrees it iz time for your walk ||

[ K ] [ Cancel J Delete

75

Diary Settings
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¥ MailCOPA - ASHLEY li=1:3]
File Edt Wew Folder Message LEMties Conhguration ‘Wiards Helo

= @ D F ®. B B & W &

Compose... Search... Previous Meot  Connect Hephy Formard  Hesders Prirt... Add Addeess  Colect Mal

| Diary | Sharing |[Settigs |
Yo can only changs settings for your own diary, IF you are viewing shared diaries and vwant
to changs those settings vou wall need bo ask the disries cwner

4 Jure 2011 *

Mo Settings For disry: ASHLEY

L 234
56 7 8 9101 ] Symehronise this diary with Google Calandar

12131415 1617 18
1920 21 22 23 24 28
% 2728 2

L
Ry

) ek
2 terth

Shiw Shared Diaries
[0 debtes

S @

Last connection: 30/0652011 14:02 - No new message:

Diary Labels

These can be configured from the menu: Configuration == Edit Diary Labels
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| These settings wil effect al users on the system.
|
Diary Lables cannot be deleted once created,

Colour  Label

I o

I important

N Busness

| Personal
WVacabion

_| Travel Required
Needs Preparation
| Brthday
0 Arniversary

]

Cancel

2.8.3 Anti-Virus Measures

The MailCOPA email client confronts the problem of potential virus threats in your email in
a number of ways.

First, MailCOPA IS NOT susceptible to Outlook targeted viruses using the Outlook address
book to spread infected email. Not now, not ever.

Second, the MailCOPA email client is capable of switching off HTML email so that so that
dangerous scripting CANNOT be run within the email messages. There is a right-click
option to view HTML emails simply and easily once your virus software has had an
opportunity to check the contents.

2.8.4 Backup

This page refers to the built-in database system. From version 13.01, MailCOPA will, as an
alternative, connect to MySQL databases. For more details, please see here.

See also this page about the system for connecting to the data from client machines
using TCP/IP.

Note that with multi-machine installations (where the data is not held on the computer
running MailCOPA) data access may be slower than where the data is held on the local
machine. Whether and to what extent this will be the case will depend on the power of
you server and the speed of your network.

The database used to store messages and addresses is very robust: it is a "transactional
database, which means that a record of changes is kept. Should it prove impossible to
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complete a set of changes (due to a network or power failure for example) the database
will automatically roll back to its state before the changes started.

Nevertheless, it is sensible to make regular backups of your data, in case of accidental
deletion or corruption, or hardware failures.

All of the data files are held in a single directory - this varies with the Operating System.
For details please see below. These files are inter-related and likely to be changed
continually, so DO NOT attempt to back them up directly, as this can cause irreparable
corruption.

The Database Server used by MailCOPA has the built-in ability to make daily backups of
the data whilst the Server is running. This will not cause problems with the running of
MailCOPA, nor does it risk corruption of the data files. The Database Server service MUST
be running, but MailCOPA itself need not be.

This is accessed from Configure ==Edit database server settings For more details
please see here.

NOTE that this is only accessible on the server machine - the menu option will be
on clients, and on single-machine installations where the Database Server is not

installed.
B |nterVations Database Server Selfings [F
Bachup
Selest database: v
Swve bachupto: DM Backup @]

[¥]Badup Dy st: 1105 |5

Ipoetant, The backup syetem i bult into the Inber Vations Database Server. Your application dioss not need to be rurning for the bachup
1o b perfonsed, The datsbace serves nans a5 & service aned vl non the badkup peoviding your machins i switched on. The application
et ookt s Lo b chead Fow the bachup bo rum. The Dstahads Server i capable of batking up open and active Files.

Hewzver, the backup ks only performed to & lecal hard dak. You cénuse an external drive or & shared drive (you must use & LNC path nct
& mapped drive) buk you should employ & Futher badup method bo badap your data bo & more seoune locstion.

Sl & restiors be required you il need to marually copy the backed up fikes badk info the applicstions data folder. Help on how Bo do
Lhis will be ins thee spplcations help system,

L2 J[ gomes |

It is a good idea to backup this entire "backup" directory regularly, by whatever means is
best for you. It is good practice to make daily backups, which are overwritten after a
week. This reduces the risk that bad data will overwrite a good backup. A copy can be
kept anywhere, either on the same machine or another on the network, or on a removable
medium.

NOTE that you must not backup whilst the MailCOPA backup is underway as this could
cause corruption of the files. This will not affect the main MailCOPA data, but could lead

© 1999 - 2013 Intervations, Inc.



MailCOPA Manual 79

to your backup being corrupt and therefore useless. Time it so that it occurs later - say
half to one hour to be on the safe side.

Should you wish to access or restore backed-up data, it is important that your read the
notes below about Restoring Data

The above procedures should be foolproof, but if you want an additional precaution, you
can easily archive incoming and outgoing messages by adding an action in each of the
filters to copy the message to a specified directory: each message will be given a unique
filename (for that directory) and saved as a text (.TXT) file. The theoretical limit on the
number of messages that can be stored in a directory in this way is very high, but it
would be sensible to move them elsewhere (perhaps into a ZIP archive) from time to
time.

Note that if the MailCOPA archive directory is emptied, filenames previously used may be
reused.

Restoring Data.

This information only applies where the data was backed up from the current
version of MailCOPA. If you have upgraded (eg from 10.01 to 11.01) since the backup
was made, please contact MailCOPA Support. This is because major version changes may
change the structure of the database, making the old data incompatible with the new
version. And it may not be possible to directly update from one version to the next.

All of the data files are held in a single directory - this varies with the Operating System.
For details please see below.

1. Close down all instances of MailCOPA running on clients and on the server.
2.Stop the InterVations Database Server on the server. This is done from the Control
Panel, Administrative Tools = Services NOTE that This does not apply to single-

machine installations as the Database Server is not installed.

3.Make a copy of your old (possibly corrupt if you are restoring) data somewhere safe
just in case.

4. Copy the data from your backup into the MailCOPA data directory

5. Restart MailCOPA

Data Location

Under Windows 98 & ME:
C:\Program Files\MailCOPA\data
Under Windows 2000/ XP/2003

C:\Documents and Settings\All Users\Application Data\lnterVations\mailcopa
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2.85

Under Windows Vista, 7 and 2008

C:\ProgrambData\InterVations\MailCOPA

Hot Keys

As an aid to working for those who favour the use of the keyboard, a number of '‘Hot
Keys' are available.

The usual Windows keys work as expected, and operate on the window or pane with the
focus- eg Cursor Up moves up one message if the focus is in the Message List, moves up
one folder if focus is in the Folders List, and moves up one line when focus is in the
Viewer.

The function of several Hot Keys may be different in different situations, this is noted
below.

The lists below are ordered partly by combination, partly by function and partly
alphabetically.

Also, please see the section on Hot Keys in the List of Waiting Mail.

Keys alone.

Hot Key(s) When focus is in:

F1 Global Context-sensitive Help

F3 Quick Viewer & Find the next occurrence of a
text string in the message
Separate Viewer displayed in the Viewer. This
will only work after a search in
that message has already
been undertaken (CTRL+F or
Find from the Context
Menu). Has the same function
when searching the Address
Books.

F5 Folders List Refreshes the display of the
currently selected folder. eg if
Messages List some messages have been
) ) marked as seen and the filter
Quick Viewer is set to Unseen only, this will
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update the display in the
Messages List to show only
Unseen messages.

Folders List
Messages List

Quick Viewer

If the list of messages
overflows the Message List,
and the selected message has
been moved out of sight
(above or below the visible
section of the Message List)
pressing C will bring it back
into the visible area.

Delete

Messages List

Delete selected message(s),
only if the focus is in the
Message List. See Ctrl + D for
a global hotkey for this

Folders List
Messages List

Quick Viewer

Show or hide the message
header lines in the Quick
Viewer or the  Separate
Viewer.

Folders List
Messages List

Quick Viewer

Mark or Unmark (ie this is a
toggle) the selected message
(s) as Kept.

Folders List
Messages List

Quick Viewer

Go to last message viewed. If
"Remember last message
viewed" is set in the Folder
Properties for a  folder,
returning to such a folder from
another  will automatically
select the last message
viewed. If this option is not
set, pressing L after returning
to the folder is a manual
means of achieving the same
goal.

Folders List
Messages List

Quick Viewer

Go to the next Unseen
message in this folder.
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R Folders List Reply to the sender of the
) selected message. See also
Messages List ALT+R for Reply to All.
Quick Viewer
S Folders List Mark the selected message(s)
as Seen
Messages List
Quick Viewer
U Folders List Mark the selected message(s)
as Unseen
Messages List
Quick Viewer
SPACEBAR Folders List Scroll the Quick Viewer, when
) the bottom of the Viewer is
Messages List reached, go to the next
) ) Unseen in the current folder -
Quick Viewer note this works even when no
viewer is open, though of
course you cannot actually
see the text scrolling in the
viewer.
Enter Folders List The same as double-clicking

Messages List

Quick Viewer

on the message in the
Message List. The effect of
this can be altered between
Open and Reply in Configure
== Preferences ==
Messages

Keys with SHIFT

SHIFT+S

Folders List
Messages List

Quick Viewer

Mark all messages in the
currently-selected folder as
Seen
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Keys with CTRL

CTRL+ B

Editors - HTML Format
only

Make the text bold - applies
to selected text, or from the
current cursor position
onwards for new text.

CTRL +C

Viewers and Editors

Copy the selected text to the
clipboard

CTRL+ L

Global

Logout from the current
MailCOPA wuser, in order to
switch to another username.

CTRL + U

Editors - HTML Format
only

Make the text underlined -
applies to selected text, or
from the current cursor
position onwards for new text.

CTRL + X

Editors

Cut the selected text to the
clipboard

CTRL +V

Editors

Paste the contents of the
clipboard at the current cursor
position.

CTRL+ Z

Main Window

Restore the last-deleted

message.

CTRL+ Z

Editors

Undo the last editing action.

CTRL + A

Viewers, Editors and
Messages List

Select All - depending on the
context and the focus within
that context, this selects all
of the text in a viewer
(including the Autoviewer), or
all of the messages in the
message list

CTRL+ D

Viewers, Editors and
Messages List

Delete the selected message
(s) regardless of where the
focus is. The Delete key will
also do this but only when the
focus is in the Messages List.
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CTRL + F Viewers and Editors Find a word or phrase in the
current message.
CTRL + 1 Editors - HTML Format Make the text italic - applies
only to selected text, or from the
current cursor position
onwards for new text.
CTRL+ P Viewers, Editors and Print the current message (or
Messages List a selection in it)
CTRL +Q Reply Editors Quote the text that was

marked in the original
message when the editor was
opened. This is useful if you
have configured MailCOPA not
to quote text when replying
but want to quote just a part
of it in this particular instance.
If using the Split View, text
can be selected in the original
pane whilst writing, and
quoted in the reply pane.

CTRL + ALT + Q

Editors

Adds quotes to the beginning
of each line of the selected
text, wusing the form of
quotation configured here.

CTRL + S

Editors

Save the message being
worked on in the Work in
Progress folder.

CTRL+T

Global

Immediately connect to
collect/send mail using the
default settings here - the
same as File == Connect
Default

Keys with Alt

Alt + F4

Global

Exit MailCOPA

Alt + F6

Global

Cycle open windows - takes
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you round all of the open
MailCOPA windows. Useful if
you lose track of them.

Alt + A

Editors

Add an address from your
Address Books to this
message at the current
cursor position. Open the
Select Addresses dialog

Alt + |

Editors

Substitute SHE[EGElBREYY!

by the text configured for
<Snipped> set here

Alt + K

Main Window

Kill the selected message
(s). Note that this will
remove the message(s)
completely from your
system, they will not be
retrieveable.

Alt + L

Editors

But see below.

Send Later, but not if you
have set the option to Send
Mail Immediately here

Alt + L

Main Window

Lock Unseen - see here for
further details

Alt + N

Global

Open a New Message Editor

Alt + O

Editors

Send Immediately - only
works if you have opted to
have both Send Now and
Send Later buttons or '‘Send
Mail Immediately' here

Alt + P

Folders List
Messages List

Viewers

Move the currently selected
message(s) to the Spam
system folder, and add its
characteristics to the spam
database so that future
similar messages can be
detected - for more details
see Spam Filtering

Alt + R

Folders List

Reply to all addresses in the
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Messages List

Viewers

distribution list (ie the To:
and CC: addresses),
excluding your own address.

Alt +Q

Reply Editors

Quote the entire original
message at the current
cursor position.

Alt + S

Global

Open the Search Mail
window - this allows the
searching of the current
folder, or all folders, for a
word or phrase.

Alt+T

Global

Opens the Connect Mail
dialog, the same as pressing
the Connect button

Alt + 1, Alt + 2, Alt + 3 etc

Editors

Adds the corresponding
Quick Text at the current
cursor position

Miscellaneous Key Combinations

Ctrl + Alt + Q

Editors

Adds quotes to the
beginning of each line of
selected test, using the
quotation character(s) set
here

Ctrl + Shift + End

Editors

Selects all of the text from
the current cursor position
to the signature separator
of the message. Useful for
quickly trimming all quoted
text, but leaving your
signature intact.

Ctrl + Alt + A

Editors

Has the same effect as
pressing the Attachments
button on the toolbar: it
opens a dialog to enable
you to attach a file to the
message.
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Ctrl + Shift + A Messages List Has the same effect as Ctrl
+ S - marks all messages in
the selected folder as Seen

Shift + Ctrl + L Messages List Edit the Ilabel for this
message

2.8.6 Printing Messages

All messages can be printed, including those you are currently writing, using the Print button
on the toolbar, or the HotKey Ctrl + P

The printout can include various header details, which are set in the Printing Preferences.

2.8.7 Signatures

You can have as many different signature files as you wish, any of which can be used on a
folder-by-folder basis if required by configuring the folder setup via the Folder Properties menu
option.

You do not need to include a signature separator - the standard is '-- ' (dash dash space). This
will automatically be placed at the top of your signature, so that a properly-configured mailer
will not quote anything below it in replies.

The signature separator can be altered by going to Configuration = Preferences ==
Signatures, more information here.

Creating and amending signhatures
To edit or add Signature Files use Configuration == Edit Signatures.

Click a hotspot on the image below for further information.

'ln:'ll Sianatures

Dwsfde Sa [DEFALALT] W
[t [[ oo || swe || cofwr |[ geoww |[ Qo |

w T Ariad viz B r 0 Jl¥.. = = EZE Exa—a
John Wi Smith

Molarcine Enlhusias!

TwiDo WHEELS GOOD, FOUR WHEELS BAD I
LIsing MailCOP & Email software

bt tfeseav Mailcopa.com
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2.8.8

Stationery

Stationery Templates are very useful for sending standard messages, or including specified
information in messages. They also allow you to include a number of macros for the most
commonly required fields in your replies.

Stationery will be always be offered for new messages or replies if so configured under the
Editing Preferences.

Stationery can also be added or replaced whilst composing a message, from the Message
menu, but NOTE that this will delete all existing text.

To access the Edit Stationery dialog use Configure = Edit Stationery.

Click on a HotSpot on the image below for further information.

& Fdit Stationery F:|E|E|
Avalable Stationery =
Ak 2009 I

e |
EM

Company

|DPAF Committes

e=——— 3§

Rbm B -

Insert In Stationery., .. Macros
| Body (1) ¥ i Arial 12 ME [T (UEE.. =i B EE &% H

%% SUBJECT%% MailCOPA 10.01 Help File
Usar Number: &USERNUMBERE
Message Humber EMESSAGENUMBERE

EDATESENT-LOMGE

EDATESENT(dddd”,” MMMM o' “ear of our Lord” yyyvi&
%%ADDSIGHR% IV Help

%%RBCCENTRY %% archive@interations. co.uk

[ tew J[ psee J[ sve ][ geame | @eimate Orusic

Note that there will be a "Request for Technical Support” (see Technical Support)
template installed, which includes the information Intervations needs to deal with any

problems you may encounter.

Stationery Macros

The Macros button gives access to a menu of macros, which will insert information into
the stationery being edited.

Although in clear text on the menu, they will be inserted in a slightly cryptic form, as
shown above. This is so that MailCOPA will be able to interpret them when loading
stationery, but also because two are configurable, Current Date and Date Message

Sent (Short).

The stationery above would produce the following result with a reply (note it
includes a couple of Commands):
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(1 cc:

|38} BCC: | archive@intervations. co.uk

Subject: | MailCOPA 10,01 Help File

~ T Arial

bser Number: 002
Message Number: 00000017

Saturday, 26 August 2006
Saturday, August 26; Year of our Lord 2006

Help File Office
Intervations UK

Available options are for formatting these dates are:

d Day of month as digits with no leading zero for single-digit days - eg 1, 2, ...
11, ... 15.

dd Day of month as digits with leading zero for single-digit days - eg 01, 02, ...
11, ... 15.

ddd Day of week as a three-letter abbreviation - eg Mon, Tue ... Exactly what is
displayed depends on how your computer's locale is set.

dddd Day of week as its full name - eg Monday, Tuesday ... Exactly what is
displayed depends on how your computer's locale is set.

M Month as digits with no leading zero for single-digit months - eg 1, 2, ... 11,
12.

MM Month as digits with leading zero for single-digit months - eg 01, 02, ... 11, 12

MMM Month as a three-letter abbreviation - eg Jan, Feb, ... Nov, Dec. Exactly
what is displayed depends on how your computer's locale is set.

MMMM Month as its full name - eg January, February, ... November, December.
Exactly what is displayed depends on how your computer's locale is set.

y Year as last two digits, but with no leading zero for years less than 10 - eg 8,
9, ... 12, 15.

yy Year as last two digits, but with leading zero for years less than 10 - eg 08,
09, ... 12, 15.

yyyy Year represented by full four digits - eg 2008, 2009, 2212.

Anything included in single quotes will be quoted directly.

Macro Commands
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2.8.9

These are more powerful than the macros, and enable you to do such things as set the
subject of a message, add a BCC address, set the signature.

Mail Filters

To access the Mail Filters dialog use Configure == Edit Filters
A new filter can also be created from the Message context menu.

MailCOPA features a powerful filtering facility, enabling complex distinctions between
messages so that they can be handled differently, eg by passing them to different folders,
forwarding them to someone else, etc.

Filters can operate on the standard RFC-compliant header lines, or on any header or body
line. From MailCOPA version 9.01, the search can be in the Entire Body, or just in the
Plain Text or HTML sections. NOTE that not all messages have a Plain Text section.

"

Each filter can operate only on incoming or outgoing mail, not both. If you wish to use the
same filter for both you must set up two copies, one for incoming and one for outgoing.

Filters can individually be activated or deactivated.

NOTE that a message will be passed through all of the filters, one after another, and if
the conditions for a filter are met, the configured actions will be carried out, then the
next filter tried etc.

HOWEVER, Once a Transfer action is found, then no no further filters will be tried.

eg if a message has '[gerbils]’ in the subject line, one filter can forward it to a Mailing List,
another filter further down the list can copy it to a specified email address, another
further down the list can play a sound (the gerbil's mating call perhaps ???) and another
can Transfer it to a specified folder. This last filter will stop further filters being tried.

Such actions are shown in the popups from the image below thus: ™
Two criteria are allowed per message, which can be combined as AND, OR or UNLESS.

The ORDER of filters is important - suppose you often receive personal mail from John
Smith and he also contributes to a mailing list. You wish the personal mail to go to a
special folder, and the mailing list messages to go to another folder. The two filters could
be:

1. If mail is from John Smith UNLESS the To: address is that of the mailing list - transfer to
personal folder.
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2.If To: address is that of the mailing list - transfer to mailing list folder.

This enables fine distinctions to be made, eg mail from Intervations will normally be passed
to the ‘Intervations' folder, but if it has come from Intervations via a mailing list, it will
not. Another filter further down can therefore pick it it up and pass it to the folder for
that mailing list instead (see image below).

=1/

Takch

mallcopa-supporti@intervations. com
support@malcopa.com

® Mail Filters
Fikers | Fiter Name: MaICOPA Support
ReglOPa
Pingcopa Support Condition:
Zarl | Qualfier  Field Condition
If To Header Conkains
MaiCopa List Or % ToHeader Conkains
5355
‘\Winsed
Blueyonder P abatar
san malcopa support
SfAccge Transfer to Folder MalCOPA Support
Clara
PC Pro
Dehb
cur
1o Cure
Davon PAE | [] Eilter Active: [ | Apply Before SPAM Fikers [ |Outgoing Fiker
[ Movepown | [ mew || oy || Delete

SAE

J{

J [ Qe ]

Actions

The action is selected in the left hand field, and any necessary details (name of folder,
address for redirection etc) entered or selected from the right hand folder.

Actions marked ==
further filters on the message.

¥ with prevent any further actions under this filter, and the running of

Action

Incoming/Outgoing

Effect

Play Sound

Incoming and Outgoing

Useful for alerting you to
important incoming mail -
use your favourite .WAV
file.

Make Subject Outgoing Alters the subject line of
the message
Make Status Incoming Alters the Seen/Unseen

status of the message,
after it is copied to a
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folder.

Print Message

Incoming and Outgoing

Print the message. If you
have multiple printers
available, you can specify
the printer in the
Parameter column

Delete Message

Incoming and Outgoing

Deletes the message - it
will be placed in the
Deleted folder and will be
wiped when this folder is
next purged.

Mail back a File

Incoming

Send back a specified
plain-text file to the
sender: the contents of
this will be placed in the
body of an email message.

Forward to Address

Incoming and Outgoing

Forward the message to
another address: you will
still receive a personal
copy of the message.

Forward to Mail List

Incoming and Outgoing

Forward the message to a
mailing list (set up within
MailCOPA) See the help
page on Mail Lists. You will
still receive a personal
copy of the message.

Redirect to Address

Incoming

Redirect message to
another address. You will
not receive a personal
copy of the message. The
original header lines will be
left unchanged apart from
the To: line.

Redirect to Mail List

Incoming

Redirect message to a
mailing list (set up within
MailCOPA) See the help
page on Mail Lists. You will
not receive a personal
copy of the message.
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Transfer to Folder =

Incoming and Outgoing

Transfer message to a
specified folder - no
further actions or filters
will be carried out after
this. Ensure that if you
want any other actions,
they are configured to be
done before this one.

The folder specified may
be a one owned by
another user, but shared
with the current user.

Copy to Folder

Incoming and Outgoing

Place a copy of this
message in the specified
MailCOPA folder.

The folder specified may
be a one owned by
another user, but shared
with the current user.

Transfer to Other User ™

Incoming

Transfer the message to
another MailCOPA user. No
further actions or filters
will be carried out after
this one.

Copy to Other User

Incoming

Pass a copy of this
message to another
MailCOPA user. It may
then be subject to that
user's filters.

Run Application

Incoming

Run an application with (a
copy of) the complete
message specified on the
command line, eg
"C:\MYAPP\MYAPP.EXE
C:\WINDOWS\TEMP
\MESSAGE.TXT". ldeal for
inveterate dabblers!

Append to Digest

Incoming and Outgoing

Append the message to a
digest for a mail list.
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Transfer to Directory =

Incoming and Outgoing

Transfer the message to
the specified disk
directory as a text file. No
further actions or filters
will be carried out after
this one.

Copy to Directory

Incoming and Outgoing

Copy the message to the
specified disk directory as
a text file.

Make Reply-To:

Incoming

Alter the Reply line in the
message to a specified
address - useful if a
mailing list does not
change the reply line to
the list (from the original
sender).

Add Sender to Mail List

Incoming

Add sender's address to a
MailCOPA mailing list. See
the help page on Malil Lists

Remove Sender From Mail
List

Incoming

Remove the sender’s
address from a MailCOPA
mailing list. See the help
page on Mail Lists

Announce

Incoming

Announce the specified
text - you will need a Text
To Speech engine installed
for this to work (this
should be installed by
default in XP and Vista).

Add Sender to Address Book

Incoming

Add the email address of
the sender of the message
to an Address Book - you
must specify which book.

Remove Sender from
Address Book

Incoming

Remove the email address
of the sender of the
message from an Address
Book - you must specify
which book.

© 1999 - 2013 Intervations, Inc.



MailCOPA Manual 95

Save Attachments to Disk Incoming Save all attachments with
the message to a specified
disk folder.

Set Message Label Incoming and Outgoing Set the message's label

Set Message Colour Incoming and Outgoing Set the message's colour

Add to Spam Score Incoming Add or subtract a specified

figure to/from the spam
score for this message. A
useful way of manually
‘tuning’ the spam filtering.

Obviously this filter MUST
be set to activate prior to
the SPAM filters otherwise

the score will be
calculated and never
used.
Mail Back a Stationery Incoming This filter can be used as a
Message vacation auto-responder.

Create stationery that
says "I'm away until "
then set this filter to fire
on any message received
(If From Matches RegEx
.*) and the stationery will
be returned to every
sender.

Or it could be restricted to
certain senders.

NOTE however that every
message received will
receive this, so if someone
sends a series of messages
they will receive this in
response to each one.

Remove from Server Incoming This filter  takes no
parameters and will cause
the matched message to
be removed from the
server  on the next
connection (For servers
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set to leave messages on
the server only).

Set Message Category

Incoming

Sets the message's
category - only one
category can be set, but
additional filter actions can
be used to set more than
one.

Add To: Address

Outgoing

Adds an address to the
To: line in the header. This
can of course be seen by
all recipients.

Add CC: Address

Outgoing

Adds an address to the
CC: line in the header.
This can of course be seen
by all recipients.

Add BCC: Address

Outgoing

Adds an address to the
BCC: line in the header.
This can of course NOT be
seen by any recipients.

Conditions

Contains

The string is somewhere in the specified
line: eg "Black Adder Mailing List" is
contained in the line:

The Black Adder mailing list
<black.adder@somewhere.com=>

Does not Contain

The string is not to be found anywhere in
the specified header line. eg 'The Black
Adder Forum Mailing List" is not found in
the above example.

Equals

The header line is exactly the same as the
string.

Does not Equal

The header line is not exactly the same as
the string.
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Starts with The header line starts with the string. eg,
in the above example, the header Iline
starts with "The Black"

Ends with The header line ends with the string. eg in

the above example, the header line ends
with "@somewhere.com>"

In Address Book

Whether the contents of the specified line
contain an address that is in an address
book. You can specify which book (or any)
in the Match column, which has different
options in this instance. Useful for allowing
through potentially “spammy" messages
from people you know, if filtering is set to
be done before spam checking.

Not in Address Book

Whether the contents of the specified line
contain an address that is NOT in an
address book. You can specify which book
(or any) in the Match column, which has
different options in this instance. Useful for
filtering messages from people you DON'T
know.

Matches RegEx

Whether the contents of the specified line
match a Regular Expression. An Internet
search will provide many useful sources of
information on Regular Expressions, or see:
www.regexbuddy.com/regex.html

2.8.10 Mail Purging

Purging is the removal of old messages from folders automatically. They are initially placed into
the Deleted Items system folder, so are still available if required. The Deleted Items folder
itself can also be purged, after which any messages purged are completely destroyed and are

no longer accessible.

The age of messages to be purged can be set, and purging carried out automatically or
manually. Manual purging is accessed from Utilities = Perform Mail Purge

General Purge Settings for a user can be set from Configure = Preferences = Purging -

for more details see here.

However, individual folders can be set to purge differently, regardless of the general settings.
For more details see the page on Folder Properties

Also, the Deleted Items folder can be emptied each time MailCOPA is closed down from
Configure =+ Preferences =+ General All messages in the folder will be deleted,

regardless of their age.
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2.8.11

Messages marked as Kept (on the Message Menu or using the HotKey K in the Main
Window) will not be purged.

MySQL Database

MailCOPA comes with a built-in database, which is what is used initially after installation.
Upgrades from earlier versions will also use the built-in database initially.

For most people, this will be quite sufficient, but in some circumstances, the greater
speed of a MySQL database may prove an advantage. It is only appropriate on network
versions of MailCOPA - it is superfluous on single-machine installs.

The installation, linking-to and maintenance of a MySQL database is technically
complex and should only be attempted by those with the skills and experience
required. If you do not know if you have the skills and experience required, then
you probably DON'T !

As too many variables are outside our control, Intervations do not provide support for
databases other than the built-in one.

Development and testing of this feature has been done by personnel competent in this
field, and the information provided here is for other such people.

1. Install the latest version of MySQL onto your server machine and ensure that it is
working properly. You do not need a web server or PHP installed on this machine, but it
can be helpful as you can use phpMyAdmin to check the MySQL installation. Otherwise,
the MySQL command-line client that comes with MySQL can be used.

2. Create a suitable MySQL database (no tables are required), and a suitable username
and strong password. Initially this user must have ALL privileges and be a SUPER user -
this is dangerous, so once the data transfer is complete, this SUPER privilege MUST be
removed.

3.Edit the my.ini (Windows) or my.cnf (Linux) file and add the following to the line to the
[mysqld] section:

max_al | oned_packet =1G

4. Ensure that the firewall on the server will allow incoming connections to port 3306.

5. ONLY when the above have been successfully accomplished, contact MailCOPA
Support for a link to the utility that will move back and forth between the two types of
database.

6. Close all MailCOPA clients and run the utility on the a Windows machine that has
access to both the old built-in database and the new MySQL database. On the MailCOPA
machine might be quickest. It will create all the tables and copy all of your data from the
built-in database. This may take a considerable time if you have lots of data.

6. At the end of the process, you will be offered the chance to run the Multi-Machine
Data Sharing Wizard, to connect to the MySQL database.
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We have found that with large datasets, there is a considerable increase in speed, such
that, over good internet connections, it can be slow but practicable - ie a MailCOPA client
in a remote connection can access the data on the server, just as if it were in the local
network. NOTE however that there must be an uninterrupted connection to the MySQL
database server - 3G connections have not been found to be very reliable in this respect.

For this to work you must make sure that your MySQL server can be accessed across the
internet. If using a router this must forward traffic from the internet to port 3306 on your
MySQL server machine. Some ISPs block traffic to this port for security reasons, in which
case the you will need to run MySQL on an alternative (accessible) port, or to configure
the router to translate this alternative port to port 3306.

NOTE that exposing a database server in this way is dangerous, and it is up to you to
ensure that you have adequate security to prevent intrusion. We accept no responsibility
for such problems.

Backup
The ideal way is to backup to a replicating MySQL database on another server.

A simple alternative is to create a batch file with the following line in it:

[ Pat h To] nysql dunmp --routines --nax_al | owed_packet =1G - -1 ock-tabl es --user=nmail copa --
passwor d=****** pgj| copa > [Path To] nai | copa. sql

This will lock all of the tables in the database (which will cause any running MailCOPA
clients to freeze until the backup process finishes) and export the whole database to the
file mailcopa.sql. In the event of a disaster this file can be easily used to restore the
database.

Notifications

If you are accessing the MySQL database using clients on different subnets, then these
will not work. For more information, please see here.
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2.8.12

Network Configuration

MailCOPA may be
used in a single-
machine configuration
(running on a machine
that holds the data
on its own hard disc),
accessing the
Internet via, for
example, a dial-up
link, a DSL or Cable
Internet connection.

MailCOPA may also be
installed in a multi-
machine

configuration, where
several installations of
MailCOPA exist on
computers on a
network, all accessing
the same data on a
so-called 'server’
machine. This has the
advantage that any
user may access their
email and address
book(s) from any
computer on the
network.

A number of different
detailed arrangements

are possible, the
diagram to the right
shows what is

probably the most
common.

See this page for the
scope of the various
configuration options
of MailCOPA in multi-
machine installations.

MailCOPA Server
Data is held here

Typical Network Setup

Single-Machine Installation

MailCOPA is installed on the computer together with the database, which holds all
configuration, email messages, addresses, filters, styles, diary information etc. MailCOPA
accesses the database by direct disk access. NO database server is installed.
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Multi-Machine Installations

The information below refers to the built-in database. Should you switch to using a
MySQL database, please see the information here.

In order for a network configuration to work properly, the computers must be correctly
networked together - ie connected via a wireless connection or appropriate network cable
and possibly a hub or switch, and the machines properly configured. The network needs
some sort of connection to the internet - see the diagram above for the typical setup.

Current versions of MailCOPA use TCP/IP for access to the database server on the server
machine (the one holding the central data store). To avoid possible problems with this
method of connection, you should configure your server machine to have a Static IP
Address. The clients may be configured dynamically.

The data path for clients will be of the form: ivdb://192.168.1.1/mailcopa

It is possible however that a machine name may be used (eg ivdb://myserver/
mailcopa) but this is not advised. Use of the IP Address is far more secure.

The data path on the server will be a direct-to-disk path eg:

C:\Documents and Settings\All Users\Application Data\InterVations\mailcopa
(Windows 2000/XP/2003)

C:\ProgramData\InterVations\MailCOPA (Windows Vista, 7, 2008)

However, MailCOPA on the server will normally access the data via the database server,
just like the clients.

Potential Problems

Firewalls can block MailCOPA's access - it is essential that the clients and server can
communicate via Port 7492 TCP & UDP (for data access), and access Port 7493 UDP
outgoing (for notification of database changes, eg new mail, mail marked seen).

When MailCOPA is installed it will open these ports in the standard Windows firewall but
other software (eg third-party firewalls) may interfere with this.

Also see out FAQ pages (internet link) for more trouble-shooting information.

2.8.13 Searching Mail

There are two different search facilities:

e Search in an individual message (currently being viewed) for a word or phrase: for
details please see here.

e Search a specified folder (or all folders) for messages containing a word or phrase: for
details please see here.
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2.8.14

2.8.15

2.8.16

Timed Mail Collections

You can undertake mail collections/sends manually or MailCOPA can be configured to connect
automatically, either at regular intervals (eg 15 minute) or at specified times during the day.

For further details see here.

Specialised Mail Collections

Usually mail collections are automated: MailCOPA goes online, sends any mail awaiting
sending, then collects mail for the designated mailboxes, deleting it from the server(s) once it
has safely arrived.

However it is sometimes very useful to be able to see what mail awaits you on the server(s)
and to elect what to do with it (eg download it but leave it on the server, or delete it without
downloading it). This is useful for example in the following situations:

1. You are away from your base, and want to take a quick look at what mail you have without
downloading everything in your mailbox(es).

2. You have a great deal of 'spam' mail, or large files that you want to delete without
downloading, or leave on the server whilst still downloading your important mail. This method
is particularly useful in the event of very large unwanted files in one or more of your mailboxes.

There are two specialised collection methods,

Interactive Mail Download - while online, you can examine the contents of your mailbox(es) and
download and/or delete individual messages immediately. This will be useful where you can
spend time online without incurring large costs.

Get List of Waiting Mail - go online, get a list of mail waiting in your mailbox(es), and hang up.
You can then examine the mail at your leisure, configure what you want to do with each
message, then go online again, and MailCOPA will carry out your instructions quicklly and
efficiently. This will be useful where online time is costly

Use in a Multi-User Environment

The MailCOPA database is 'active': any changes in the data such as messages marked as Seen,
or new messages arriving, are immediately updated on any client installations running.

This means that if several individuals are logged in under the same MailCOPA user name on
several machines, and a change is made by one of them to a message (eg it is marked Seen or
moved to another folder), then this will immediately be updated on all of the machines.

Similarly if two users are logged in under different MailCOPA user names, and folders are
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shared between them, any change to the shared folders will be immediately visible to the
other user.

Record locking prevents two users replying to the same message: this could be invaluable in a
helpdesk situation where many different technicians reply to the same stream of incoming
messages. One person can select a message to reply to, and other people would not then be
able to reply to it.

Record locking is implemented by default, and there is no user configuration option to turn it
off. If you have a special situation where you require record locking to be disabled, please
contact Intervations Support. One possible situation is where a user wishes to have two reply
editors open to the same original message, which is usually impossible. Overall we believe that
it is better to have record locking enabled and for the replies to be made separately.

2.8.17 Mailing Lists

MailCOPA allows you to run mailing lists, which can be used in the following ways:
e A simple distribution list of people to whom you write regularly

e A more complex discussion list, administered from your MailCOPA installation (like majordomo
or listserv

In the latter case, it is not as sophisticated as software specially written for this task, but it
provides the basic functions.

The list(s) of addresses is maintained from View == Mailing Lists. for details see below.
The Mail Filters can be used for the actual running of a discussion list:

AddingZ/Removing Addresses - this will automatically add or remove members from/to the
mailing list. The received message should contain information that uniquely identifies it, eg the
subject line, or the address to which it was sent.

Forward to a Mailing List - this will automatically forward the received message to the
specified mailing list, without the need for user intervention. The received message should
contain information that uniquely identifies it, eg the subject line, or the address to which it
was sent. Note that the destination addresses will be placed into the To field of the message
to the mailing list, so that members will be able to see each other's addresses.

Redirect to a Mailing List - this will automatically redirect the received message to the
specified mailing list, without the need for user intervention. The received message should
contain information that uniquely identifies it, eg the subject line, or the address to which it
was sent. Note that the destination addresses will be placed into the To field of the message
to the mailing list, so that members will be able to see each other's addresses.

Mail Back a File. - sends back file to the sender of the received message, such as the rules of
the group or information about it. The received message should contain information that
uniquely identifies it, eg the subject line, or the address to which it was sent.

Received messages should be easily identifiable to ensure that they are handled
correctly.

If your Internet Service Provider allows any number of email addresses (eg
fred@mydomain.myISP.com, joe @mydomain.myISP.com, etc) you can use unique addresses for
the different functions:
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info.gerbils@mydomain.myISP.com - to mail back a text file containing information about the
gerbils mailing list

rules.gerbils@mydomain.mylISP.com - to mail back a text file containing the rules of the gerbils
mailing list.

add.gerbils@mydomain.myISP.com - to add the sender's address to the gerbils mailing list.

remove.gerbils@mydomain.mylISP.com - to remove the sender's address from the gerbils
mailing list.

gerbils@mydomain.myISP.com - for posts to the gerbils mailing list. The filter will forward any
messages to this address to the gerbils mailing list.

If you do not have access to multiple email addresses as above, you can ask you
participants to begin the Subject line with something recognisable, eg:

[info.gerbils] - to mail back a text file containing information about the gerbils mailing list
[rules.gerbils] - to mail back a text file containing the rules of the gerbils mailing list.
[add.gerbils] - to add the sender's address to the gerbils mailing list.

[remove.gerbils] - to remove the sender's address from the gerbils mailing list.

[gerbils] - for posts to the gerbils mailing list. The filter will forward any messages to this
address to the gerbils mailing list.

Maintaining Mailing Lists.

Accessed from View == Mailing Lists.

Mailing Lists |?HE|_|[Z|

| fivallable Lists i | Addresses

|¥irus Warnings | |office@intervations.co.uk

| officeinkervations. com

|Bug Reports [ bﬁu@i'tswatiuns.mn.us |
|DPAF Enderers

| whikedist

==

I:_Qeabe:List ] [QdabsList —|

| mporttist | | Erportiist | | Eromaddeessbocks || add || pelete |
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2.8.18 Reminders

Diary events can trigger a reminder a specified time before the event.

Messages can also trigger reminders, maybe to remind you to do something relating to this
message.

Accessed from Messages ==Flag Messages ==Set Reminder The reminder will popup
and allow you to go to the message, or to snooze for a specified period of time.

A Reminder field can be added to the Messages List if required, which will show messages
that have reminders attached to them.

2.8.19 Sharing Folders

Folders can be shared with one or more other MailCOPA Users. This is useful for instance
where several users will be responding to support or sales enquiries.

More details here, on the Folder Properties Page.

2.8.20 Spam

The detailed configuration is accessed from Configure = Preferences = Spam. For more
details see here.

White and Black Lists are accessed from Configure == Edit Spam Filters. For more details
see here.

Spam caught by the measures described below will be placed into the Spam folder - for further
details please see here.

Note that no mail will be lost - if identified as spam it will simply be placed into the Spam
folder, where you can check to confirm that it is indeed not wanted.

The system uses a Bayesian filter. Each message is given a score, based on known
characteristics of good and spam messages. Some of these characteristics are pre-defined, but
the system can learn new characteristics of good and spam messages. These characteristics
may be different for each user, and may change over time. For instance the word 'mortgage’ is
often contained in spam messages, but if you are a financial consultant, it may occur frequently
in good messages.

For each message, the total spam-score calculated. If this exceeds a certain figure, the
message is placed into a special system folder (the Spam folder), otherwise it is allowed to
proceed into the system. The score required to acquire spam status can be varied by the user:

¢ Block all but whitelist/address books - see below for more detail.
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Very Aggressive (Spam Score 4)

Aggressive (Spam Score 5)

Moderate (Spam Score 10)

Weak (Spam Score 20)

Off (no spam checking)
Block all by whitelist/address books

This is a powerful option but use it carefully. If you receive email almost all from the same
contacts, this will block out spam very successfully, but NOTE that if you receive mail from a
welcome but unknown contact, it will be put into spam, and you may not notice.

It is necessary for the spam filtering system to be taught what are good and bad messages
for you.

So to begin with you need to take a batch of messages which you regard as spam and go to
Message = Spam = Learn as Spam.

Then you should take a batch of messages which you regard as good, and go to Message ==
Spam === Learn as Clean

Perhaps 250 messages of each type will get the system started.

Now, whenever you drag and drop messages into the Spam folder, the anti spam system will
learn a little more about spam messages and will become better at accurately detecting them.

The same applies if you select one or more messages and go to Message Spam Learn as
Spam.

Equally, each time you drag and drop messages out of the Spam folder, or select one or more,
and go to Message = Spam == Learn as Clean, the anti spam system will become better
at accurately determining which are good messages.

If you find you are getting false positives (good messages classified by the system as spam),
then select some good messages (recently received) and go to Message = Spam Learn as
Clean

The anti spam system also makes use of White and Black Lists. If the source address of a
message is on the White List, it will not be classified as spam, whatever its contents. If the
source address of a message is on the Black List, it will be treated as spam regardless of its
contents.

You should be cautious about adding addresses to the Black List - spammers often use other
people's addresses, so you might block mail from someone you know if they are unfortunate
enough to be a victim of this type of thing.

DNSBL
There are a number of organisations that monitor spam and maintain lists of machines
originating spam (a Domain Name Server BlackList) . Checks on these can be a powerful way

of filtering out spam.

If you wish, MailCOPA can check one site (www.spamhaus.org) as part of the spam filtering.
You must be connected to the internet during this process, which may take some time. It is
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probably inadvisable to select this option when using Dial Up Networking.

White/Black Lists

The image below is of the Black List tab, the White List tab is identical in layout, so information
about both is included in the popups.

? Frea
E‘-ﬁch; pam Filtering

EEX

Black List | white List |

Treat mail as spam when the From header conkains. .. [ Irnpart ] [ Export ]
Address Damain

alexander@blomand. net blormand. net

davkxbi@canm, rmx CORNL T

|| add || updste | Deere

[ (]34 H Cancel J

The Spam System Folder

All messages identified as spam will be moved to this folder, so that you can check that
no 'good' mail (false positives) has been accidentally caught - it is most likely that
newsletters and advertising material for which you have signed up will come into this
category, but personal mail might also be caught, until the system learns better.

If a spam message is missed (a false negative), and has found its way into another folder,
then you can simply drag it into the Spam folder - this will help to teach the system more
about spam messages. If you have checked Configuration == Preferences == Spam
== Ask "Add Address to Blacklist when dragging to the spam folder, then you wiill
be asked whether you wish to add the source address to the blacklist or not. If that
option is not checked, you will not be asked, and the address will not be added to the
blacklist. Blacklists work well for some people, but are not so helpful for others.

If you find a piece of ‘good' mail in the Spam folder, simply drag it to any other folder - its
From: address will be added to the white list, and it will help to teach the system more
about good mail.

NOTE that messages caught as spam and placed in the SPAM folder will not have been
used in learning - after checking that they are really spam, it is a good idea to select
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some new messages in the SPAM folder, and go to Message == Spam == Learn as
Spam. This is a good idea if you are getting too many false negatives.

2.8.21 Tracing Messages

It is possible to trace the path messages have taken from their source - right-click on the
Information Panel and select Trace Message from the context menu.

Shows the servers that the message passed through en route and the time in seconds
between each hop. Note. This data can only be accurate if the servers along the route
are 100% RFC 822 compliant and their clocks are correctly set.

2.8.22 Tool Bars

Main Toolbar

This is displayed near the top of the main window, and sometimes on subsidiary windows,
when applicable.

It is actually composed of two parts:

e The left hand part, which forms the Main Toolbar

e The right hand part, which forms the Quick Viewer Tools

These can each be shown or hidden from the toolbar context menu (see image below).

They are also moveable by clicking and dragging one of the vertical bars, in the image at the
extreme left, and between 'Connect' and 'Reply’.

Click a HotSpot on the image below for further information.

= o] L= £ ey W i ‘A o R E =] s A [ Toskuar
Compose  Search  Previous © Addresses  Connect Reply Forward Headers Print  fdd Address |~ Quick Yiewer Tooks
Froldes 2B Ml Recered Custom 1
1] L., | Tobal L Recebeed Fold : % l;u.!tu.n:liaeh_

B LI

Some buttons may be disabled where their function is not applicable to the current situation.
The size of the buttons can be changed from the Customise menu, as can many other aspects.
NOTE that the toolbars are stored locally and will not be available if the same MailCOPA User

logs in from another computer, nor if a different is used on the local machine
(they are stored in HKEY_CURRENT_USER).
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Customising the Toolbar

A high degree of customisation can be achieved to suit your own way of working.

109

Right-click on the toolbar and select Customise from the context menu, or select View ==

Toolbars = Customise

Toolbars | Commands | Options |

Toolbars:

[¥ Menu

¥ Main Toolbar

v Guick Viewer Tools
8 stom 1

Mew, .. ]

[ Rename. .. ]

Delete ]

Close

Custom Toolbars

It is possible to add your own toolbars, and add various buttons to them.

Once created, the toolbar will be free-floating, but can be dragged anywhere you wish,

including being added to the mail toolbar by dragging and dropping onto it.

The custom toolbar's context menu allows the temporary addition or removal of buttons.

R

|_ Add or Remove Buttons "i

L R
Edit Styles “how 1| | @ Edit Styles
|+ | <4 Show Text

sut this for Customize...

;e OHET A weetiad] . Bl T——

et

le'ld

It is possible to add or remove buttons to/from a custom toolbar. Once the form below is

open, you can:
e Drag buttons off the toolbar
e Drag buttons around within the toolbar

e Add commands from any of the menus onto the toolbar.
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Rtporice K

| Toolbars i.\"EET[QE!jEF ..... | Options |
Cakegories: Commands;

Ere TR

2 Exit MailCoPa

Edit ’

Yiew &= Print

Folder

Message % Logout
Ikilities

C L

Configuration '§ i

Help %% Connect Default
Description

Close

Options

A number of options are available for the display of the toolbar, as shown below:

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

Personalized Menus and Toolbars

[ IMenus show recently used commands First

Show Full menus after a shaort

[ Reset my usage data ]

COther
Large icans
Show ToolTips on toolbars
[ 5how shorkcut keys in ToolTips

. . |
Menu animations: LI{Nu:une]I W |

Close
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2.8.23 Encrypting Messages

This includes two functions:

e The encryption of messages so they can only be read by the intended recipient(s)
e The signing of messages to confirm the identity of the sender.

Two different systems are supported by MailCOPA:

e S/MIME, which uses Security Certificates built-in to Windows - please click here for
details

e Open PGP, where you generate your own Encryption Keys - please click here for
details.

S/MIME

This uses the system of Security Certificates built-in to Windows and you first need to
obtain your own certificate. NOTE that a certificate relates to an individual Email Address.

S/MIME has the advantage that any attachments sent with a message will also be
encrypted.

Obtaining and installing your own S/MIME Certificate

A number of organisations provide these, usually for a fee, but free certificates are
available. An internet search will provide much information, but this page may prove
useful. One of the simplest procedures is provided by this site. NOTE that you must
undertake the whole of the process using Internet Explorer.

Organisations that charge a fee will usually take steps to confirm your identity, so the
certificate will show exactly who you are.

A free certificate does not confirm who you are, but will confirm that communications
using it will have come from the same person.

Help & Support for your version of Windows will provide more information about the
management of certificates on your machine.

Your certificate will consist of both the Public Key and the Private Key.

NOTE that certificates work on an email address - if you use more than one you MUST
obtain a certificate for each of them in order to be able to use these addresses.

Configuring MailCOPA to handle S/MIME certificates is covered here.
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Open PGP
MailCOPA provides the facility to generate your own key pair (without the need for any
external software), or you can use an existing PGP key pair. NOTE that a Key Pair relates

to an Email Address. If you use more than one email address, you must generate key pairs
for each if you with to use PGP encryption or signing.

Open PGP key pairs generated by MailCOPA may also be used elsewhere if you wish - they
conform to the Open PGP standard.

Other keys may also be used here as they conform to the Open PGP standard, eg GnuPG.

Configuring MailCOPA to handle Open PGP keys is covered here.

Obtaining the Public Keys of other people.

Ask them to send your public key as an attachment. Look in the Attachments Pane above
the Quick Viewer and you will see a special icon:

Date:  Tue, 1Z Jun 2007 08:0 Date: Wed, 22 Jun 2011 10:55:32 -04
_ “-Mailer:  Intervations MalCOPS #-Mailer: InterVations MailCOPA - ¥12.01
Signed By:  support@filecopa, com I
I__u.ﬁ!. 5 ¥ oAt i i@publickﬂy.asc
||| smime. p7s
Example of S/MIME Key Example of PGP Key

Right-click on the special icon to inspect and/or install the certificate. Installed
certificates/keys will be included in the address book details for that person.

NOTE that a number of different file extensions are used, for instance a S/MIME public
key may also have the extension .pem

NOTE too that with a message signed with S/MIME you probably won't need the other
person's public key as this will usually be included with their message, enabling MailCOPA
to immediately verify their message. With Open PGP, you must have their public key.

Once you have someone's Public Key, you can send encrypted messages to them, and
decrypt encrypted messages they send you.

Signing Messages

You MUST have your own S/MIME certificate or Open PGP Key Pair installed to sign
messages.
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v

Start a new message, or a reply, and click the 5iGn 1, tton before sending.1
The dialog to the Sign Message 4]

right will appear. =

Click a hotspot for 2 Sign Message

more information How dos o wish o sign this message?

=+ Sign with 5/MIME
=+ Sign with OpenPGP

[Clexont ask me ks again

Encrypting Messages

You MUST have the Public Key for the recipient's email address installed, in order
to encrypt messages. You must also have your own certificate installed, as
messages will also be encrypted using your Public Key so that you can access
them in the future - this will require your Private Key.

9

Encrypt

Start a new message, or a reply, and click on the button before sending.

The dialog to the Encrypt Message

right will appear.

Click a hotspot for Q) EncryptMessage

more information How do you wish b encrypt this message?

=2 Encrypt with S/MIME

+ Encrypt with OpenPGP

[Clewont ask ms s again

If using S/MIME, any attachments sent with a message will also be encrypted, but this is
not the case with Open PGP.

The Mechanism of Signing and Encryption

Both S/MIME and Open PGP use dual keys: a Public Key that can be made available to
anyone, and a Private Key which is only accessible to its owner - it will be installed on
their computer.

These have a complex mathematical relationship and are (theoretically) unique and it is
impossible (theoretically) to guess one from the other.
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2.8.24

2.8.25

Any text signed or encrypted with one key can only be accessed using the other. Each
key of the pair has no significance, but for security, one key is designated as Private
(accessible only by its owner), and the other as Public, freely available so as to allow
access to signed messages, and to encrypt messages.

A message is encrypted using the Public Key of the recipient - only that person will
have the corresponding Private Key to decrypt it.

A message is signed using the Private Key of the sender (who is the only person with
access to it), and when analysed by the recipient using the sender's Public Key, the
identity of the sender will be confirmed.

Utilities
The more robust database used from version 11 means that few utilities are needed.
Should you believe that you have suffered from data corruption (which we believe will be very
rare), please contact MailCOPA Support giving as many details of your problem as possible. It

may be necessary for you to send your data to us for examination and repair - there is an easy
mechanism for this.

Recount Unseen Messages

A running count is kept of Unseen messages for each folder. Very occasionally the count
against one or more folders may become incorrect, and this facility will quickly correct this - it
clears the running count and gets an up-to-date and correct count from the database.

Perform Mail Purge

Performs an immediate Mail Purge, using the settings configured in the Mail Purging window, as
amended by the Folders Properties settings.

Search

Please see the page devoted to this subject for further information.

Command Line Parameters

Versions of MailCOPA from V6.01 bring the possibility of adding parameters to the startup
command line.

© 1999 - 2013 Intervations, Inc.



MailCOPA Manual 115

Only one type is initially supported, to avoid the Login box. Several shortcuts could therefore
be created, each starting MailCOPA immediately under different user names. Be wary of
creating such shortcuts if this would have security implications on your system. Note too that it
is only possible to run one instance of MailCOPA on a computer.

The syntax of the command line is thus (assuming the default path has been chosen on
installation):

"C:\Program Files\MailCOPA\MailCOPA.exe" /U:username /P:password

Note the positioning of the inverted commas (" ) around the Path and Name of the main
MailCOPA file.

Where a Username has one or more spaces in it, inverted commas should be placed around it
thus:

"C:\Program Files\MailCOPA\MailCOPA.exe" /U:"users name" /P:password

The latter parameter may be omitted if no password has been set for this user.

2.8.26 Information Panel

Accessed from Configuration = Preferences = Messages = Viewing = Headers

This allows the setting of headers to be displayed in the Information Panel (see below)
and on message print-outs. Any header(s) present in the message may be displayed or
printed, even non-standard ones (eg X-Env-Sender).

NOTE that this applies to the Information Panels at the top of both the Quick Viewer and
the Main Viewer. The Information Panel in each of these can be shown or hidden in the
General Configuration.

Click on a HotSpot on the image below:
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% 5ot Preferences

Global Headers To Dasplay in Message Viewsr
General Thea heaaders below will be displayed
Sauabires
| B Meszages Hesdar Displayed Printad
= Editing From = =
Mol raphy header Repky-To El
Top post reply header To = =
Farward headar o = C]
Securky Subiject = =
. Date ] l
Message D 0 O
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e
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The Information Panel

This is displayed as part of the Quick Viewer:

[[ essages [ connecton Log | Mt Received | -, .
| Quick Viewer ..*;: 2 %)
from: "SHIRLEY Bat 8 Copy , :
v To: ekepalosssramtispgatennn O Copy From Addees (
Subject: e-PROF chamber Sebyct &8 Copy To Addresies
Date: Wed, 9 Jan 2013 08:28:56 40000 ({ | Tyece Message Copy £C Addreises
Label: Phoenix Chamier 'ﬂ‘ Cugtomian Heides Copy Reply To Addeess
Hotes: 05/02/2013 Attachments Deleted: eprofonanioer.ooe

The headers displayed in the Information Panel can also be configured by right-clicking on it
and selecting Customise Headers from the context menu.

If attachments have been deleted from the message, or if it has a label, this information will be
displayed on the information panel too.

Right-clicking produces the context menu shown allowing the following:

e Copy - Allows copying to the clipboard of any of the header lines listed, whether or not they
are displayed on the Information Panel

e Select All - Select the whole of this header line (the one nearest when the menu was
invoked)
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e Trace Message - Show the message's passage across the internet from source to
destination (you)

e Customise headers - Opens the configuration shown above to specify which headers should
be displayed here.

Other Print settings are here.

The settings for the information panel can be accessed from the Quick Viewer and separate
Viewer

2.9 Miscellaneous

Please select a topic under this heading

291 Installing New Versions of MailCOPA

MailCOPA will continue to be developed to improve useability and to introduce new
features. In particular, there are likely to be improvements to the anti-spam system, to
take account of spammers' new tricks to evade such measures.

New versions may be installed over the top of the existing version - there is no need to
uninstall.

New versions may include changes to the database - when such a new version is
installed, it will automatically change the structure of your data so that this data will not
be accessible again by the earlier version.

This means that if you are working in a multi-machine environment, you must update ALL
client installations at once, thus:

1.Close ALL installations of MailCOPA - it is very important that the data is not accessed
during the upgrade process.

2. Install the new version on your server machine - any data conversion will proceed fairly
quickly as access is very quick on this machine.

3. Start MailCOPA on the server machine to check it is functioning properly.

4. Install the new version on each client machine in turn. Only after a client has been
upgraded should MailCOPA be started.

If you have concerns about moving to new versions contact MailCOPA Support for advice
before going ahead.
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29.2

A new Autoupdate feature has been introduced from Version 6, details of which are here.
This will only work within the same major version number, eg V6 will only look for V6
updates, V7 will only look for V7 updates etc ... You DO NOT need to autoupdate every
client installation at the same time: various versions of the same major version number will
always work with the data for that major version. Updates are usually minor bug fixes or
improvements.

However, updated full versions of MailCOPA will continue to be made available at the
Intervations Website, and can be downloaded at any time. The new version will find the
location of your current installation and data and will use these values.

Usually it is unnecessary to restart Windows, and the new version of MailCOPA can be
used immediately after the upgrade.

Restoring Data

It is important that you read the information regarding the restoration of data before

attempting to access or restore data, due to the possibility of the structure of the
database being changed during the installation of a later version of MailCOPA.

If you have any doubts, do please contact MailCOPA Support.

Registration

When you install MailCOPA it will automatically start as a 30-day evaluation version - no
registration is required.

Pricing of registration depends on the number of users allowed, and whether it is a single or
multi machine installation. For details of pricing please see our web site.

At any time during the evaluation period you can apply for a Registration Key, using the
Registration Form or enter a Registration Key if you have one.

Outside the evaluation period, unless registered, MailCOPA will only display the Registration
Dialog, and the Registration Form (which can only be sent to Intervations by mail, or another
emailer), but no other functions will be available.

Registration is specific to the machine which holds the data - if you are using MailCOPA as a
standalone installation on a single machine then this is simple. However, if it is being used on
several machines on a network, then you must be sure to undertake the registration process
on the machine that holds the data. A Serial Number is generated, and you will need to quote
this to Intervations in order to get the corresponding Registration Key.

Getting a Registration Key

Use the menu option Help = Register MailCOPA - this will bring up a dialog for entering the
Registration Key. If you do not already have one, then press the button to open the
Registration Form - this will include the Serial Number for that machine.

Complete all of the relevant fields, ensuring that you specify the number of user licences you
require for your MailCOPA installation, and whether you require a single-machine licence (for a
standalone machine) or a multi-machine licence (for several installations on different machines
on a network all accessing a central data store).
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You may always upgrade to a larger number of users in the future if you wish.

Payment is normally by credit card - please ensure that the address details you provide
are those of the CREDIT CARD HOLDER

Payment can also be made via PayPal.

The registration form shows the Serial Number (unique to this computer) and Reseller ID. Press
the Secure Online Registration button, and you will be taken to our secure server, where you
can specify the type of licence (single/multi machine, number of users), and, after payment,
obtain a registration key.

If MailCOPA is outside its evaluation period, then go to our secure server and enter the details
from the registration form:

https://secure.intervations.com/mailcopal001.php

If you wish to pay by other methods, or would like further pricing details, please contact
Intervations Technical Support. Please be sure to include the Serial Number for the machine
that holds the data, available from Help = Register MailCOPA.

Normally, The Registration Key will be sent to you by email, but if you prefer them to be faxed
back to you then please ensure you check the "Fax" option at the bottom of the form and enter
the fax number to which you wish them to be sent in the appropriate field.

Entering the Registration Key.

If you are using MailCOPA on a standalone machine, then you clearly only enter the
Registration Code on this machine.

Where MailCOPA is installed on a number of machines on a network, all accessing the same
central data store on a server the Registration Key must be entered into MailCOPA on the
server machine.

Click on the Help menu option on the MailCOPA main window and select Register, you will be
presented with a dialog box that already shows the Serial Number. Enter the Registration Key
into its own box, exactly as it was sent to you.

Thank you very much for registering MailCOPA. We are confident it will give you a great deal of
useful service.

IMPORTANT We ask that you please ensure that you safely store the Serial Number and
Registration Key in case you ever have the need to reinstall MailCOPA for any reason. Should
you lose the registration key we will normally provide a replacement free of charge, though in
exceptional circumstances we may make an administration charge.

Should you have questions or problems with the registration, please contact Intervations
Technical Support
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2.10

2.10.1

2.10.2

Alphabetical List of Pages

Please select a topic under this heading

About Dialog

The About Dialog box can be accessed from the main menu via Help = About. The About
Dialog is also displayed as a splash screen when MailCOPA loads. To close the About Dialog
just click on the window with the left (select) mouse button.

The About Dialog displays copyright information about MailCOPA, the number of users for whom
the product is licensed, and the product version number and date. Please quote this version
and date information when contacting Technical Support.

Address Books

The Address Books are accessed by pressing the W button at the lower left of the Main
Window

The setting under General Preferences can be used so that on startup, MailCOPA will open
the Addresses area.

It is possible to have multiple address books, each of which can be kept private
(availability determined by the creator), or public (available to selected other users - see
the Sharing tab).

Addresses can be imported into MailCOPA from '‘Comma Delimited Values' (CSV) files, or a
number of other formats, from Wizards == Import Mail/Addresses ...

Address books can be exported from MailCOPA as CSV files from the main Address Books
view.

Entries may be moved or copied between Address Books using Drag and Drop - if the
CTRL key is held during the operation, you will be offered two options:

1.To create a link to the address - only one copy of the address record will be in the
database, but it can be accessed from either Address Book. Amendments to the
address made from either Address Book will modify the single record. If you delete the
address from one Address Book, you will be asked if you wish to delete it from all other
Address Books too.

2.To create a copy of the address. This will create a new record in the database,
distinct from the original. Any operations carried out (Amendment or Deletion) will only
affect the copy held in that Address Book.
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A simple Drag (without holding any other keys) will move the entry.

Click HotSpots on the images below for further information.
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Add or Amend an Address Entry
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%_?. ress Properties
Click

General | Home | work |

Surname:i'u'-.-'are

Fu:urenames:|.ﬁ.n-:|~;.-'

Full Name:|.ﬁ.ndy Ware

.ﬁ.lias:law

Ermnail .ﬁ.ddress:Iap-ware@intervatinns.u:u:u.uk

MNotes:

Change Picture

| ok ” Cancel

Address Book Settings

Each Address Book is configured separately, so settings for different books can be

completely different.
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2.10.3 Address Books - Phone List

The Phone List view of the Address books.

Accessed by clicking on the Phone List tab in the Address Books

Intervations

Addresses | Sharng

e Cards | P Lo customization % |

Surname Fulflame FistHame Mukde Colmns i L
Havicopa Support Havicopa Support | Emal A
Irftervatonrs Hein Section [nterval Hﬂ:l'!-ﬂ:bul'l_ Emnad Home

Flecops Sapport Fiecons Topport Erviad Werk i
Home Address ©

Hawme: Addregs 2

Home Address 3

Hewtil: Cwnliy

Home CountyState

Haome Fax

Home Possoode T

Home TowmfCity
Adc Address A ELIKG'-E Jobs Tithe

|

Entries can be ordered by
clicking on the header of a
column. Clicking again reverses
the order, eg from ascending to
descending.

The columns can be customised
- right-click on the header and
select Customise. Drag a column
from the list of columns to the
required position onto the header
in the position you want it.

To remove a column, drag it
onto the list of columns.
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2.104

2.105

About Intervations

General E-mail: office@intervations.com

InterVations can be contacted either in the United Kingdom, or the United States of
America. For support on the MailCOPA Email Software please emalil
support@mailcopa.com. Although we offer telephone support our most knowledgeable
support staff are not always available by telephone and you are likely to receive a more
accurate solution to your problem through email.

InterVations, Inc.

PO Box 1017
Sandwich, MA, 02563
USA

Phone: +1 508 833 1660

InterVations Ltd.

70 Bridle Close
Paignton
Devon

TQ4 7ST

Addressing Messages

- Compose Message - Inbox

File  Edit  Yiew Messoge
) = v . = e
M g t & D =l P& § s
Send Mow  Send Later Attachments  Urgent  Stationery Saye oolc Spl0 Print EllCopy Close o
Y 7o Attachmerits [ Zip on Send
B cc:
1 eoc:
Subject: [ |
Ed Schulz
11 Signabure: Default Sig | Pl Text w |From: ashleyalierton.org b
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2.10.6

2.10.7

In the Compose New, Reply and Forward editors, addresses may be added to or removed
from the three address fields (To: Cc: or Bcc:). This can be done manually, direct into
the field, with a semi-colon (';") between each address if there is more than one. Similarly
a list of aliases (separated by ';") can be added to each field.

If you have enabled autocomplete (Configuration == Set Preferences == Messages
= Editing == Autocomplete addresses) then MailCOPA will endeavour to 'guess’
what you are typing and present a list of possibilities from which to choose if you wish. As
you continue typing, the list of possibilities will be refined.

Alternatively the relevant button (To: Cc: or Bcc) can be pressed to open the Select
Addresses dialog:

acl Addresses

Click
| Mame Address - [Te  |ec [ecc
& 8 SRP Current Seleckions
i (38 SRP Branch Allases supparti@mallcopa, com

[+ (1 SRP Branches

E-# SRP External Edi...

=198 Sururies
B Computer W... newsletter@Mal,pov, co.uk
8 paypal service@paypal.co.uk Q |

* Lﬂ Tesk Book |

| =g maiLists
£ Wirus Warnings
= 3 Help File Updates
£ Bug Reports

i {3 DPAF Enterers
R
£

ik, Firdy |support@mailcopa.com | [ Add

o} I| Cancel ]

| %

Anti-Virus Measures

The MailCOPA email client confronts the problem of potential virus threats in your email in
a number of ways.

First, MailCOPA IS NOT susceptible to Outlook targeted viruses using the Outlook address
book to spread infected email. Not now, not ever.

Second, the MailCOPA email client is capable of switching off HTML email so that so that
dangerous scripting CANNOT be run within the email messages. There is a right-click
option to view HTML emails simply and easily once your virus software has had an
opportunity to check the contents.

Attachments

If a message in the Message List has an attachment icon 1 next to it, then the
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attachments pane will appear, just above the message body in the quick viewer.
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There is also a similar pane above the body if you use the full viewer by opening the
message.

WINMAIL.DAT files - These are produced by MS Outlook, and contain a rich-text version
of the message, but can also contain attached files. If this is the case, MailCOPA wiill
display these files in the Attachments Pane.

Context Menu (See graphic above).

Right-clicking on an attachment will display a context menu, which is derived from
Windows' settings, with some appropriate additions. As we have no idea what options
Windows will have created on your particular machine, you may find that we have
duplicated some options, something we are unable to avoid.

Double-clicking on one of the icons will normally open the software configured on your
machine to run such a file, and load the file into it (unless it is an image, in which case
see Quick View.

Quick View is an option available for images - this provides a convenient viewer for
images. If set under Preferences == Messages = Viewing, the Quick Viewer will be
used when an image attachment is double-clicked. This has zoom, contrast and
brightness controls and you can pan around by clicking and dragging, all of which is very
convenient, without the need to load complex and demanding image-handling software.

If you have multiple image attachments to one message, a new viewer will open for each
image, as you double-click one after another.
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In order to open it using the software configured on your machine to open that particular
format, you must right-click and select Open.

This menu will usually include the facility to save the attachment to disk, selecting a
location and alternative filename if desired.

Specific to .EML files, you may drag them and drop them onto a MailCOPA email software
folder, and they will be added to that folder, as if they had been received direct.

Properties gives the full filename, and file size - this is the size when decoded. Attached
files are encoded using schemes which involve a significant overhead - this can be as
much as 30%. The size reported here is the true one, ie without this overhead.

Beware of Malicious Attachments!

Email attachments are a common source of viruses (which can be very destructive) or
trojans (which enable a hacker to use your machine for such things as distributing spam
(Unsolicited Commercial Email) or mounting Distributed Denial of Service attacks). Some
viruses, worms, macros and scripts can send themselves to people in the Outlook address
book of an infected computer, so may come to you from familiar people, leading you to
believe they are safe, so it is wise to scrutinise them carefully before opening. If you have
a virus scanner installed, it is usually possible to virus scan an attachment immediately
within MailCOPA, (from the context menu when an attachment is right-clicked) and it is
wise to do this if you are in any doubt.

Potentially dangerous file types include: .COM, .EXE, .VBS, .PIF and you should also be
suspicious of files with the .DOC extension - if they are Word 97 or later they may contain
macros which can also be malicious.

In some circumstances, the true nature of an attachment may be hidden, by not showing
the proper file extension (the characters after the last dot, or ‘period’). Whatever the
settings under Windows, MailCOPA will always show the full filenames and
extensions. eg homepage.html.vbs will be shown in full.

Windows has a commonly used setting which hides file type extensions for known file
types, which is a potential trap for the unwary. If you open Windows Explorer (right-click
on the Start button and select Explore) and select from the menu View == Folder
Options and then the View tab, you will see an option "Hide file extensions for known
file types" - if this is checked, then homepage.html.vbs will appear in Explorer and
other places as homepage.html, thus concealing the fact that it is in fact a Visual Basic
Script (potentially malicious), rather than a web page.

2.10.8 Autoupdate

Minor bug fixes and updates to the spam filtering system make it advisable to issue updates to
software from time to time.
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Although full update files will be still be available from the Intervations web site, Auto-Update
will considerably simplify the procedure, checking (if configured to do so) once each day for an
update, and if available, downloading it immediately.

Minor changes are not usually made available via Auto-Update, but will always be available
from the Intervations web site. When one or more major changes are made, or a series of
minor ones over a period of time, then an Auto-Update will be made available.

The user will however still have full control over their installation. If configured under
Preferences - Global, a check will be made for any available updates once each day during an
online session.

Note that From Version 12.01, only one installation (Client or Server) needs to make the check
and download the update, which will be stored in the database. All installations will be notified
on startup, and may then opt to install the Auto-Update. As the file size is quite large (currently
around 30MB) there may be a delay on slower networks while it is copied to the relevant
machine.

All updates have no effect on the data (on the server machine), it only updates the software
on each client used to access the data.

It is also possible to force a check at any time from the Connect dialog

Note that Autoupdate uses TCP port 80 (the standard port for accessing web sites) - if
necessary ensure that you can connect to this port through your firewall (if any).

However the check is made (manually or automatically), if new updates are found, they will be
downloaded immediately.

Once this has completed, a message will be sent to all installations, and you will be offered the
opportunity to install the update when you next close MailCOPA. If you decline this, you will be
reminded each time you close or restart MailCOPA.

NOTE for users of Windows 2000 and XP

Updates can only be installed by a Windows user with Administrative rights. Updates will still
be downloaded under non-Administrative users, but will not be installed. A reminder will be
issued that a change to an Administrative user is required to install them.

Attachments - Sending

This page deals with the sending of attachments - look here for details of how to work
with attachments you receive.

The Internet mail system can only convey text, it will not convey binary files, such as
images, sound files, word processor files etc unless they are ‘attached'. For more
information on the technical details of this see here.

8
If you wish to send one or more such files with an email, press the atathments button, and a

dialog will open to allow you to search for and select the required file(s). You can select
as many files as you like at once by the usual Windows method using the SHIFT or
CONTROL keys. If you later want to attach one or more additional files to the same
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message, you can repeat the process.

Alternatively, file(s) may also be dragged and dropped from Windows Explorer, onto the
MailCOPA editor window in which you are working.

You can also drag files from Windows Explorer onto the main MailCOPA window, and a
Compose New Editor will be opened, with the file(s) already attached.

It is also possible to drag file(s) onto the MailCOPA button on the Task Bar, but you must
wait for MailCOPA to open up before dragging the file(s) onto the main window.

However you add the files, you will see them listed in the Attachments Pane, to the right
of the address and subject details:

?-'a‘ 2 L o ‘
Split Print Kl Copy Receipt Close
Aktachments | Zip on Send

'Egtn!rd.]:ug 'Efurt.pg ﬁfprsharnp.pg

=

= i

3 —Q0Q
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Right-clicking on a file in the Attachments Pane produces a Context Menu with various
options on it, including that of deleting the attachment (removing it from the message).
For more details of this see here.

You can set MailCOPA to zip all attachments on sending by checking the box above the
attachments pane - all of the files will be placed into a single zip file.

Data and the Internet mail system.

The internet mail system was originally designed only to convey 7-bit data - ie ASCII
codes up to 127. Each character is represented by a number, eg a space is number 32, a
capital A is number 65. Some machines will convey 8-bit data (ANSI codes up to 255 -
used for extended characters such as €, a, 3, © ) but this is not guaranteed, and 8-bit
characters may arrive in a garbled form.

For sending and receiving such characters, MailCOPA supports a standard method called
Quoted-Printable, which converts 8-bit characters to a string of 7-bit characters, which
the receiving software (including MailCOPA) will convert faithfully back to the original 8-bit
characters.

Binary data files can be 'attached' to a message by converting them into strings of 7-bit
characters by a standard method. This is done transparently by MailCOPA, you don't need
to sit poring over bits and bytes with an abacus!. Again, the receiving software (including
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MailCOPA) will translate the 7-bit characters back into the original binary form.

Backing up Data

This page refers to the built-in database system. From version 13.01, MailCOPA will, as an
alternative, connect to MySQL databases. For more details, please see here.

See also this page about the system for connecting to the data from client machines
using TCP/IP.

Note that with multi-machine installations (where the data is not held on the computer
running MailCOPA) data access may be slower than where the data is held on the local
machine. Whether and to what extent this will be the case will depend on the power of
you server and the speed of your network.

The database used to store messages and addresses is very robust: it is a "transactional"”
database, which means that a record of changes is kept. Should it prove impossible to
complete a set of changes (due to a network or power failure for example) the database
will automatically roll back to its state before the changes started.

Nevertheless, it is sensible to make regular backups of your data, in case of accidental
deletion or corruption, or hardware failures.

All of the data files are held in a single directory - this varies with the Operating System.
For details please see below. These files are inter-related and likely to be changed
continually, so DO NOT attempt to back them up directly, as this can cause irreparable
corruption.

The Database Server used by MailCOPA has the built-in ability to make daily backups of
the data whilst the Server is running. This will not cause problems with the running of
MailCOPA, nor does it risk corruption of the data files. The Database Server service MUST
be running, but MailCOPA itself need not be.

This is accessed from Configure ==Edit database server settings For more detalils
please see here.

NOTE that this is only accessible on the server machine - the menu option will be
on clients, and on single-machine installations where the Database Server is not
installed.
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It is a good idea to backup this entire "backup" directory regularly, by whatever means is
best for you. It is good practice to make daily backups, which are overwritten after a
week. This reduces the risk that bad data will overwrite a good backup. A copy can be
kept anywhere, either on the same machine or another on the network, or on a removable
medium.

NOTE that you must not backup whilst the MailCOPA backup is underway as this could
cause corruption of the files. This will not affect the main MailCOPA data, but could lead
to your backup being corrupt and therefore useless. Time it so that it occurs later - say
half to one hour to be on the safe side.

Should you wish to access or restore backed-up data, it is important that your read the
notes below about Restoring Data

The above procedures should be foolproof, but if you want an additional precaution, you
can easily archive incoming and outgoing messages by adding an action in each of the
filters to copy the message to a specified directory: each message will be given a unique
filename (for that directory) and saved as a text (.TXT) file. The theoretical limit on the
number of messages that can be stored in a directory in this way is very high, but it
would be sensible to move them elsewhere (perhaps into a ZIP archive) from time to
time.

Note that if the MailCOPA archive directory is emptied, filenames previously used may be
reused.

Restoring Data.

This information only applies where the data was backed up from the current
version of MailCOPA. If you have upgraded (eg from 10.01 to 11.01) since the backup
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was made, please contact MailCOPA Support. This is because major version changes may
change the structure of the database, making the old data incompatible with the new
version. And it may not be possible to directly update from one version to the next.

All of the data files are held in a single directory - this varies with the Operating System.
For details please see below.

1. Close down all instances of MailCOPA running on clients and on the server.
2.Stop the InterVations Database Server on the server. This is done from the Control
Panel, Administrative Tools = Services NOTE that This does not apply to single-

machine installations as the Database Server is not installed.

3.Make a copy of your old (possibly corrupt if you are restoring) data somewhere safe
just in case.

4. Copy the data from your backup into the MailCOPA data directory

5. Restart MailCOPA

Data Location

Under Windows 98 & ME:

C:\Program Files\MailCOPA\data

Under Windows 2000/ XP/2003

C:\Documents and Settings\All Users\Application Data\lnterVations\mailcopa
Under Windows Vista, 7 and 2008

C:\ProgrambData\InterVations\MailCOPA

Categories

Messages may be allocated to one or more categories, to make them easier to find.
Categories may be created, amended and deleted from Configuration = Edit Categories.
Categories are global - ie if one MailCOPA User creates a Category, then this will be available
to all other users. If a User deletes a category, this will no longer be available to other users
too.

Messages can be allocated to Categories from Message = Flag Messages == Categories

A Categories column can be added to the Messages List from the Folder Properties
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Messages can be found according to the Category (or Categories) to which they have
been allocated either by ordering the Messages List by Category (which will enable quick
access to the first Category allocated to each message) or by using a Custom Message
Filter.

2.10.12 Command Line Parameters

Versions of MailCOPA from V6.01 bring the possibility of adding parameters to the startup
command line.

Only one type is initially supported, to avoid the Login box. Several shortcuts could therefore
be created, each starting MailCOPA immediately under different user names. Be wary of
creating such shortcuts if this would have security implications on your system. Note too that it
is only possible to run one instance of MailCOPA on a computer.

The syntax of the command line is thus (assuming the default path has been chosen on
installation):

"C:\Program Files\MailCOPA\MailCOPA.exe" /U:username /P:password

Note the positioning of the inverted commas (" ) around the Path and Name of the main
MailCOPA file.

Where a Username has one or more spaces in it, inverted commas should be placed around it
thus:

"C:\Program Files\MailCOPA\MailCOPA.exe" /U:"users name" /P:password

The latter parameter may be omitted if no password has been set for this user.

2.10.13 Compose New Mail
=]
To compose a new email message click on the temwese hutton on the Main Window or select
Message = Compose from the menu.

A new message can also be started from the address books, by selecting an address, and
either using the context-menu (right-click), or pressing the Compose button.

However a message is started, its properties (To: address, From: address, Real Name,
Signature etc) will be taken from the Folder Properties of the currently-selected folder.

You can compose in Text or HTML format, depending on how you have configured MailCOPA in
the Preferences or Folder Properties.

Please see the pages on Plain Text or HTML editors for more detail.
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2.10.14

2.10.15

Configuration Scope

Particularly when used in a multi-machine environment, various areas of the configuration
of MailCOPA have different scopes.

However, BEWARE that configuration data may be cached and written to the database
later, so that if you are logged in from two different machines under the same MailCOPA
username, a change in the configuration made on one machine may not become visible
immediately to the other. Should this be likely to be a problem to you (it is likely to be
rare we think), close down MailCOPA on the machine that made the configuration change,
then on the other machine, then restart them both.

All Preferences (except Global, please see that page) and User Details are the same for a
MailCOPA User, whatever machine s/he log in from, and whatever Windows User is in
use on that machine.

All of the above (apart from Global Preferences) can be set differently for different
MailCOPA Users.

Toolbars and window settings are stored locally and will not be available if the same
MailCOPA User logs in from another computer, nor if a different Windows User is used
on the local machine (they are stored in HKEY_CURRENT_USER).

For more information about the differences between MailCOPA Users and
, please see this page.

Connect Dialog

This is accessed by pressing the Connect button on the Main Toolbar.

Note that when the dialog opens, some of the options may already be checked: these have
been configured in Configure == Preferences =% Connections. For further information look
here.

Where an option is inappropriate, it will be Disabled eqg if there is no mail waiting in the Outbox
to be sent, Send Mail will be disabled.

%?-. endfReceive

[ ] Interactive Mail Cownload

[]Get List OF 'Waiting Mail
|:| Disconnect \When Daone Betrieye Marl Tl

[ ]check Far updates l Copneck ] [ Cancel
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MailCOPA has the facility to access Hotmail accounts. However, Hotmail does not
support header-only downloads, so the Interactive Mail Download and Get List of Waiting
Mail functions do not offer any advantage as the whole message has to be downloaded
anyway.

2.10.16 Credits

Many thanks to our beta testing team for their diligence in uncovering bugs, and valuable
suggestions in the course of the development of the MailCOPA Web Server Software.

Particular thanks are due to:
lan Walden

Dave Rusk

Dave Hedges

Bart Cannistra

Arthur Brough

Mike Bostock

Ashley Allerton

We are always looking for new beta testers for our products. To qualify as a beta tester
you must have purchased at least one InterVations product. If you are interested in beta
testing for us please contact support@intervations.com

2.10.17 Custom Message Filter

These allow filters to be applied to a folder, to display just the messages you want, using
complex criteria.

These are particularly useful in folders holding large numbers of disparate messages, and
searches can be saved to files for future use.

However, NOTE that once you have created a filter, you can use it in any folder (modifying it if
you wish), but once MailCOPA is closed, it will be lost unless it was saved to a file, from which
it can be reloaded for any folder, and it will again persist for the current MailCOPA session.

Many aspects of the messages can be examined, and conditions set, such as equals, less than,
is blank etc. The parameters to set for each condition will depend on the condition, and should
mostly be intuitive. But NOTE that True and False can be represented by their words, or 1 or
O respectively.

The condition LIKE works as it does in SQL (Standard Query Language for databases):
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2.10.18

e bird%o will find bird, birds, and birdsong
e %bird will find bird, and jailbird
e %bird%o will find jailbird, jailbirds, bird, birds and birdsong

eg if you wish to view only messages that have been marked Seen, you may enter True or 1
as the parameter.

NOT AND and NOT OR are also supported:

Click on a HotSpot on the image below for further information

Add Condition
Add Group

Clese 1 =

Filter | OF =<root>
----- IE AMD  applies to the following conditions
= |Z| Attachments egquals 'E_]

- [] RepliedTo equals |2

|Z| AMD  applies to the following conditions

- [ia] Date Received between 07/01/2013 and 04/02/2013

| press the button to add a new condition

I [ Cancel ] I Apply

CSV Files

You may well wish to import your address book(s) from another mailer into MailCOPA.
Unfortunately, there are many different formats for these, and it is impractical to import
them directly.

However, CSV (Comma Separated Values) files are a standard format for export from and
import into databases and spreadsheets, and thus an excellent intermediary between
proprietary formats, enabling such things as address books to be moved between

© 1999 - 2013 Intervations, Inc.



MailCOPA Manual 137

applications.
MailCOPA supports import and export of address books using this format.

The file extension is usually .csv; sometimes .txt is used, but this is unimportant as long
as the internal format is correct.

Here is an example of the format:

"First Name","Last Name","email Address"
"John","Doe","john@doedomain.com"

Note that the first line is a list of the names of the fields in each record, and the
subsequent lines each contain one record.

Each field is separated by a comma - some applications will produce a file where the
separator is not a comma, for instance it may be a tab. If this is the case you can use
"Search and Replace" in a text editor or word processor to change the separators to
commas. Be sure that, if using a word processor, you save the file as a text file (.TXT or
.CSV), rather than in a document format.

The first thing to do is to export your address books from your current mailer as a CSV file
- many mailers support this. If yours does not, try exporting into a database or
spreadsheet format that you can open using the appropriate database or spreadsheet
software, and save again as a CSV file.

Next, you must ensure that the field names used in the CSV file are the same as those
used by MailCOPA. click on a hotspot on the image below for more information.

Import Mail Wizard

Import Addresses from CSY File

Z3Y% Files can conkain data of any type, ¥ou will need to configure which field in the C3Y file
gets imported into which Field of the address boak,

Because CSY files can contain a wide varieky of data you will need to kel MailZOPA which fields
in the CSY file relate ko which Fields in the MailCOPA Address Book, Select which Figlds to
import and use the up and down buttons b move the Fields inko the right place,

Impart | Field name in CSY File Field name in MailCoP& ”
Firsk Mame Forenames 1
Last Mamne Surname 5
Middle Mame Forenames 2

Full Marne
Micknarne alias Morvebown
E-mail Address Email address
Home Skreet Home Address 1
Horne City Home Town/City
[Vl HomePastalCode Hame FindPosteode
< Back ” Mext = ] ’ Cancel
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The addresses will be imported into a new book whose name will be the same as the
source .csv file.

2.10.19 Debug

You may already be familiar with Microsoft's Error Dialog, which pops up if a program
causes an error. This will report the technical details to Microsoft, so that the cause can
be found, and a fix included in future Windows updates.

MailCOPA now contains a special debug routine, which will produce a similar Error Dialog,
shown below.

%? Error Has Occurred
Click]

MailCOPA has encountered an error and needs to
terminate. We are sorry for the inconvenience.

External exception EEFFACE,

Please tell us about this problem.

‘e have created an error repork Ehat wou can send to us, MWe use these reparts
ko improve future releases of MalCOPA, The only information that is senk in the
error report is bechnical daka about what exactly was happening when the error
occurred and the nature of the errar, Mothing will be sent that can identify wou, As
a result we have no way af cammunicating with wou about the error - should vau
wish to contack us about it, please email support@mailcopa, com.

¢ Send Error Report | ’ Daon't Send

Although errors in MailCOPA have been largely eliminated during testing, these may still
occur in unusual circumstances - with the wide variety of configuration options and ways
in which MailCOPA can be used we are unable to reproduce every possible combination of
circumstances.

When errors do occur, these can be very difficult to pin down from customer reports
alone, as these cannot possibly include all of the technical information required, hence the
built-in debugger.

Should you see the Error Dialog shown above, we would be very grateful if you would
allow it to send the error report. No personal information is sent. It will help us to
maintain MailCOPA as a high quality product tailored to the needs of demanding users of
email. It would also help if you could send us an email, giving the approximate time and
what you were doing at the time, but this is not obligatory.

Whether or not you send the error report, afterwards MailCOPA may close and you will
need to restart it. If it does not close, save any open messages, close it and restart it.
We are sorry about this. Any information you send will be helpful to us in eliminating this
error. Usually, MailCopa will recover fully on a restart.
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2.10.20

2.10.21

Deleting Messages

When messages are deleted they will be moved to the Deleted Items Folder. They will
remain there (and available for viewing or return to any folder) until either messages are
killed (permanently deleted) or the Deleted Items Folder is purged.

Emptying of the Deleted Items Folder will occur automatically each time MailCOPA is
closed if configured to do so in Configure = Preferences =+ General Further
information here.

The Purging of the Deleted Items Folder can also be configured in the Folder Properties if
you wish - however, any settings there will be overridden by the setting to Empty
Deleted Items on Exit (Configure == Preferences = General), in which case the
controls on the purging tab for the Deleted Items Folder will be disabled, and ALL
messages in the Deleted Items folder will be deleted on exit.

Other folders will be purged according to the general settings in Configuration ==
Preferences == Purging, (for further details see here) unless these have been over-
ridden in the Folders Properties.

Purging can also be undertaken manually (in keeping with the general and/or individual
settings) at any time - Utilities == Perform Mail Purge.

Messages may be completely removed in one step - Message = Kill Message (also
available from the right-click Context Menu for a message). Note that you will receive a
warning that this will permanently remove the message(s) unless you have checked the
option in Configure = Preferences = General == Switch Off kill message
warnings.

Security Note

Once messages have been purged from ANY folder (including Deleted Items), or Killed,
all pointers to them are deleted though the actual contents will remain in the database,
but now marked as part of the free space within the database, which will be used to store
messages later received.

Any message contents not so overwritten may be recoverable by the Intervations
developers, but this cannot be guaranteed.

Diary

The Diary window allows recording of future appointments, with the facility for popup reminders
at specified intervals beforehand if required.

Diary Events are assigned Labels (such as Business, Private, Phone Call) each of which is
shown with a characteristic background colour for easy identification. Labels may be added and
amended from Configuration = Edit Diary Labels For more details, see the graphic below.
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Meeting Requests (as they are called by Outlook) can be sent - right-click on an event and
select Send To, see below. A Diary event will be created when they are received by

MailCOPA or Outlook.
The setting under General Preferences can be used to start MailCOPA with the diary open.

The Diary can be synchronised with your Google Calendar - see the Settings tab below.

Click on a HotSpot on the images below for further information.
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Add or Edit a Diary Event
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¥

Cli

EL Event - Untitled B@ E|

Subject: |Dug Walk |

Location: |'|.|'|.|'DDdS | Label: | D Important w |
Start fime: |4.|'9flUD'9 w | |U?:30 — | [ ]al day event

End time: \4/9/2009 v|loz0 2]

Reminder: |15 minutes » | Show time as: |. Busy W

Out of bed lazy, the dog decrees it iz time for your walk ||

[ K ] [ Cancel J Delete

141

Diary Settings
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¥ MailCOPA - ASHLEY li=1:3]
File Edt Wew Folder Message LEMties Conhguration ‘Wiards Helo

= @ D F ®. B B & W &

Compose... Search... Previous Meot  Connect Hephy Formard  Hesders Prirt... Add Addeess  Colect Mal

| Diary | Sharing |[Settigs |
Yo can only changs settings for your own diary, IF you are viewing shared diaries and vwant
to changs those settings vou wall need bo ask the disries cwner

4 Jure 2011 *

Mo Settings For disry: ASHLEY

L 234
56 7 8 9101 ] Symehronise this diary with Google Calandar
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% 2728 2

L
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Shiw Shared Diaries
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S @

Last connection: 30/0652011 14:02 - No new message:

Diary Labels

These can be configured from the menu: Configuration == Edit Diary Labels
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i
o

i These settings wil effect al users on the system.
Diary Lables cannot be deleted once created,

Colowr  Label

2.10.22 Encrypting Messages

This includes two functions:

e The encryption of messages so they can only be read by the intended recipient(s)
e The signing of messages to confirm the identity of the sender.

Two different systems are supported by MailCOPA:

e S/MIME, which uses Security Certificates built-in to Windows - please click here for
details

e Open PGP, where you generate your own Encryption Keys - please click here for
details.

S/MIME

This uses the system of Security Certificates built-in to Windows and you first need to
obtain your own certificate. NOTE that a certificate relates to an individual Email Address.

S/MIME has the advantage that any attachments sent with a message will also be
encrypted.

Obtaining and installing your own S/MIME Certificate
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A number of organisations provide these, usually for a fee, but free certificates are
available. An internet search will provide much information, but this page may prove
useful. One of the simplest procedures is provided by this site. NOTE that you must
undertake the whole of the process using Internet Explorer.

Organisations that charge a fee will usually take steps to confirm your identity, so the
certificate will show exactly who you are.

A free certificate does not confirm who you are, but will confirm that communications
using it will have come from the same person.

Help & Support for your version of Windows will provide more information about the
management of certificates on your machine.

Your certificate will consist of both the Public Key and the Private Key.

NOTE that certificates work on an email address - if you use more than one you MUST
obtain a certificate for each of them in order to be able to use these addresses.

Configuring MailCOPA to handle S/MIME certificates is covered here.

Open PGP

MailCOPA provides the facility to generate your own key pair (without the need for any
external software), or you can use an existing PGP key pair. NOTE that a Key Pair relates
to an Email Address. If you use more than one email address, you must generate key pairs
for each if you with to use PGP encryption or signing.

Open PGP key pairs generated by MailCOPA may also be used elsewhere if you wish - they
conform to the Open PGP standard.

Other keys may also be used here as they conform to the Open PGP standard, eg GnuPG.

Configuring MailCOPA to handle Open PGP keys is covered here.

Obtaining the Public Keys of other people.

Ask them to send your public key as an attachment. Look in the Attachments Pane above
the Quick Viewer and you will see a special icon:

Dake:  Tue, 12 Jun 2007 05:0 Date: Wed, 22 Jun 2011 10:55:32 -04
. Z-Mailer:  InkerWations MaillCOPA #-Mailer: InkerVations MailCoRS - Y1201
Signed By:  support@filecopa.com [
_E-ﬂ" ? i 36 i (& publickey . asc
! srhirme . p7s
Example of S/MIME Key Example of PGP Key
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Right-click on the special icon to inspect and/or install the certificate. Installed
certificates/keys will be included in the address book details for that person.

NOTE that a number of different file extensions are used, for instance a S/MIME public
key may also have the extension .pem

NOTE too that with a message signed with S/MIME you probably won't need the other
person's public key as this will usually be included with their message, enabling MailCOPA
to immediately verify their message. With Open PGP, you must have their public key.

Once you have someone's Public Key, you can send encrypted messages to them, and
decrypt encrypted messages they send you.

Signing Messages

You MUST have your own S/MIME certificate or Open PGP Key Pair installed to sign

messages.
M -

Start a new message, or a reply, and click the 51N |, tton before sending.1

The dialog to the Sign Message X

right will appear.

Click a hotspot for Q) SionMessage

more information How do you wish ta sign this message?

=+ Sign with §/MIME

=+ Sign with OpenPGP

[Cloan arsk mes this again

Encrypting Messages

You MUST have the Public Key for the recipient's email address installed, in order
to encrypt messages. You must also have your own certificate installed, as
messages will also be encrypted using your Public Key so that you can access
them in the future - this will require your Private Key.

9

Encrypt

Start a new message, or a reply, and click on the button before sending.
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2.10.23

The dialog to the Encrypt Message

right will appear.

Click a hotspot for i Bl

more information How do you wish o encrypt this message?

B Encrypt with S/MIME

= Encrypt with OpenPGP

[Cleson ask me ks again

If using S/MIME, any attachments sent with a message will also be encrypted, but this is
not the case with Open PGP.

The Mechanism of Signing and Encryption

Both S/MIME and Open PGP use dual keys: a Public Key that can be made available to
anyone, and a Private Key which is only accessible to its owner - it will be installed on
their computer.

These have a complex mathematical relationship and are (theoretically) unique and it is
impossible (theoretically) to guess one from the other.

Any text signed or encrypted with one key can only be accessed using the other. Each
key of the pair has no significance, but for security, one key is designated as Private
(accessible only by its owner), and the other as Public, freely available so as to allow
access to signed messages, and to encrypt messages.

A message is encrypted using the Public Key of the recipient - only that person will
have the corresponding Private Key to decrypt it.

A message is signed using the Private Key of the sender (who is the only person with
access to it), and when analysed by the recipient using the sender's Public Key, the
identity of the sender will be confirmed.

Folder Properties

Various settings can be varied folder-by-folder, leading to very flexible working.

When a folder is selected, all of its configuration items will be active, and where relevant,
will override the options set in the general configuration.

Note that this applies to various aspects of messages written while a folder is selected. If
you have configured (for example) special address details, and HTML format instead of
text, these will apply to any message being started while this folder is selected (a New
Message or a Reply).

To create a new top-level folder, select My Folders, right-click and select Add from the

© 1999 - 2013 Intervations, Inc.



MailCOPA Manual 147

context menu. You can then set the properties of the new folder by right-clicking on it
and selecting Properties from the context menu.

Folders can have sub-folders, which are created in a similar way to the preceding
paragraph: initially sub-folders will have the same properties as their parent, but
properties for all folders may be configured differently.

However, it is also possible to set sub-folders to always share the properties of their
parent, and if the settings of the parent are changed, those of the child will change
similarly.

The Folders Properties Window is accessed by right-clicking on a folder and selecting the
Properties option.

Click a Hot Spot on the images below for further information.

General

Total Messages: 7
Unseen Messages: 5

General | Addresses | Fields | Purging | Sending/Composing | Sharing |

[7] Always open folder at bottom || Select gldest unseen

[| Thread messages (¥ Mo sending line wrap

[ Hide message counts (V] Show HTML messages

[ Remember last message viewed [ Show HTML messages in onfine mode
7] Swich off quick viewer

|ﬁpﬁ?ﬁaemﬂhgshalab-ﬁldﬂ'si

Addresses

It is possible to use different source and/or destination addresses depending on which
folder is selected when a message is composed (or replied to if it is in this folder).
Signatures and Stationery can also be varied folder by folder.
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If options are not defined here, the settings (such as Real Name, Email Addres) in User
Details will be used.

Total Messages: 7
e S Unseen Messages: 5

!.El__ SELU RS O =08 S el

| General | Addresses | Fields | Purging | Sending/Composing | Sharing |

[¥] Use unique details with this folder [¥] Use “Shways send mail to” figld
[7] sk for email details when sending mail [¥] Use "ahvays OC mail to" field
[7] Use "shways BCC mai to” field

Real Mame: Ashley Allerton
Default emal address; ash@allerton.org
Reply To Address:
Signature Fie:|
Stationery Fie:|Maicopa

Always send mail to: :aﬂigv@pinwmd.wg.m
Always CC mail to: aﬂev@al-l.ert:n-wq
Aways BCC mail to;

\Apply these settings to all sub-folders

Fields

The Fields Tab allows you to select which columns are displayed in the Messages Window
and the order in which they are displayed for this folder. This can be different for each
folder. The order of the columns is defined by the order of fields in the Selected Fields
part of the tab.

Here is an example of the results of such configuration:

Miasgages
|| &) & From Susbject Dshe Sent Diate Rmcened
i1 [] Dant [*5PAM*] Viagra and other medications for newt ta eot— 27/07/2007 1955 27/07/2007 15:54
| Mumbers Gilbert  [*SP&M*] Say goodbye to extra pounds 2T/0T 2007 17:14 2770772007 16:15%
[T [*sPara* ] rel 1] Di+-dou 58i847 - 1 diaed Gidbe... 20T/ 2007 1530 2770T 2007 1533

Jonah Meyers [*SPAM™ ] Super Saving Pills, SoPrescription, Easy Grde.. 27/07/2007 1500 27/07/200F 1509

:"_\ﬁ_l SEeen ) Unseen . BB Theead

Note the small triangle in the Date Sent label. This indicates that the messages are listed
in descending order of Date Sent. Clicking on this label will reverse the order (i.e.
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ascending). Clicking on another label will list the messages in the order of that field, and
clicking again will reverse this order.

When messages are threaded, they will be listed grouped by subject, but can then be
further sorted by other fields - please see the page on the Messages List.

When switching from unthreaded to threaded mode, the last order will be remembered an
displayed when you switch back to unthreaded mode.

Multi-Field Ordering
1. Click on a field to order by that field
2. Hold the SHIFT key and click another field
3. If required, hold the SHIFT key and click on another field.
By this means it is possible to (for instance) list by
Date Sent

Date Received

Sender

Subject

Folder Name: Total Messages: 1

Unzeen Messages: 1

lmd'lws' Fields | purgng | Sending/Composing | Sharing |

ey
Keep
Originating Folder Attachmernts
To [ From Urgent

Label Replied To
Receipt Received From

From Address Subject
Reminder e | |Date Sent

To

To Address
Date Received
Categories

|A;:phr these setfings to 2l sub-falders
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Purging

This enables purging (permanent wiping of messages according to set criteria) to be
varied folder-by-folder.

If you configure the folder here to override the standard purge settings (set here), then
these folder settings will operate.

Note that this tab will be disabled for the Deleted Folder if you have checked the option
to "Purge Deleted Items On Exit" in Configure == Preferences == General. See the
help page on Preferences.

See also the help page on Deleting Messages.

Total Messages: 0
[ Use Settings from Parent Falder Unseen Messages: 0

| General | Addresses | Fields | Puroing | Sending/Composing | Sharing |

[¥/] Oyerride standard purge settings || Keep unseen mall
(¥ Don't purge this folder

etiings to all sub-folders

Sending/Composing

It is possible to set the format (HTML or Plain Text) used for messages, which will override
the general settings here.

The folder in which a retained copy of outgoing messages will be kept can also be set
here - it is often convenient to keep these copies in this same folder.
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Total Messages: 0
[ Use Settings from Parent Folder Unseen Messages: 0

When sending messages from this folder copy message toi-
Test

| 7] Ask for folder on each send

[/] Override message type settings from this folder
Compose Mew Mail As... Reply to Mail In...
(7 Plain Text ) Phain Text
I HML @ H™ML

@ AskMe () Same format as received message

[ Crverride reply settings from this folder

Sharing

It is possible for a user to share one or more folders with other user(s). The other user(s)
will be able to see all messages in shared folders, and work with messages in them just as
the principal user (owner") can. They will for instance be able to delete, copy/move,
reply to and forward them.

Only the specified folders will be shared - sub folders will not be shared unless
specifically configured to be (see below).

Shared folders will be shown at the bottom of the Folders List, in this fashion:

5 h-E: Folde

=T
=+24 debbis
24 Inbox (7/9)
E-=3] oot
[ Mustetiss (0/0) = 1

Folder sharing is configured by the owner of the folders from the Sharing tab of the
Folder's Properties, see below.

A user (eg Bill) accessing another user's (eg Ben) shared folders can configure their own
settings for most options here, eg source address, folder for storage of copies of
outgoing messages.
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The folder for keeping copies of outgoing messages can be set to any folder, whether
this is one belonging to the current user, or one shared by any other user. Thus, if you
wanted to respond to messages sent to a temporarily-absent colleague, the retained
copies could be sent to your colleague's Sent Items folder.

Some things will always be handled using the settings of the Folder's Owner (Ben in this
example):

e Bill can't share Ben's folders with someone else.

¢ Bill can't delete - folders.

e Bill can't add sub folders to Ben's folders.

Also note the following:

e ALT+P will move message(s) to Bill's Spam folder and teach Bill's spam database

e Dragging a message from one of Ben's folders to Ben's Spam folder will work just as
above too.

|| Automatically share af sub-folders

Apply these settings to all sub-folders
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2.10.24 Folders List

This can be displayed in various ways as explained in the page on the Main Window
In whatever way it is displayed, its functioning is the same.

Favourite folders may be added to the pane at the top (or bottom, see here) from the
context menu (right-click on the folder). The original folder remains in the main list, this is
just a copy. Once here, they may be used in exactly the same way as the folder in the
main list, including amending its properties.

Right-clicking on a folder opens a context menu, and this is identical to the Folder menu
on the main menu.

Mail

Favounke Fosdars

Nistre Unsesn  Totsl
Debbie 2 1302
Devon PAF 11 2303
Maillopa List 3 1445
SO 104
Wieh Edibor 2 20821 .
Ga| Add...
..
Nasme U, | Total ||| 0 Delete
E3) David ... gar | B8 Befresh 5
£3 John g
) Debbie 7 1302
3 Demon 12
) Devon Barog.. 4 19
= {2 Devon PAF 11 2303 Joport i
= 53 Acknowde. .. 52
2 2006 sp | R Mark all Seen Shift+
I‘_'_'I 007 ] Add to Frvourtes
& 2006 143
£ 208 154 )
& 2010 0
2 Anta 123
L) Committ.. 1 268
2 Devon PA... 5175 i Properties

The Message List will display a list of the messages in the selected folder.

The background colours used for the selection in the Active and Inactive panes or
windows can be set in Windows Control Panel == Display == Appearance

The colour of the text of the folder name can be set from Folder Properties.

The first six folders (Deleted, Inbox, Outbox, Sent Items, Spam and Work in Progress) are
System Folders, and cannot be deleted, but may be renamed.

To create your first new folder, right-click on 'My Folders’ and select ‘Add’ from the
context menu. You will be taken to a Folders Properties window for the new folder, where
you can name it and make any configuration settings you wish.

Note that all folders can have sub-folders, and sub-folders can have sub-folders etc.
Right clicking on any folder opens a context menu which includes the option to add a sub-
folder.
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Normally the system folders will be at the top of the list, with any others below, in the
order they were added. It is possible to sort all of the top-order folders alphabetically -
go to Configure == Preferences == General. By default, the system folder names
start with a space, which will place them at the top of an alphabetical list.

Moving folders around

CAUTION - it is possible to inadvertently drag folders around if you are working quickly. It
is a good idea to set the option in Configure == Preferences => General to disable
folder dragging. More details here.

If Configure == Set Preferences == General == Sort Folders Tree is set, then the
root folders (those which are not sub-folders) will be sorted alphabetically, and this order
cannot be changed. If a folder is dragged with the mouse, it will become a child of the
folder it is dropped on.

If Configure == Set Preferences == General == Sort Folders Tree is NOT set then
simply dragging a folder with the mouse will only allow it to become a child of the folder it
is dropped on.

Dragging with the mouse and shift allows a folder only to be dragged amongst its siblings
(it cannot be move upwards in the folders tree). When dropped the folder will position
itself above folder it is dropped on. This thus allows the order of the folders to be non-
alphabetical.

If the above setting (Configure = Preferences = General == Sort Folders Tree)
is not checked, then you can move folders (including sub-folders) to wherever you want
them by dragging them. If the ALT key pressed, then movement is restricted to the
current parent folder and its children. Without the ALT key held, folders may be dragged
anywhere.

If you wish to change this arrangement, you can rename the system folders (or any
others) by going to Folders Properties.

Folders in BOLD have Unseen messages in them, and there is a count of Unseen/Total
messages against each folder - note that one or both of these counts can be configured
to be shown or hidden in Configure == Preferences == General.

Folders which themselves have no Unseen messages in them, but one or more of whose
sub-folders do, will have a red cross on their icon thus: # led

Forwarding

£ =)
The Forward Editor is opened by pressing the Eerward button on the toolbar, or by right-clicking a
message and selecting Forward from the context menu.
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= Forward Meszage - Devon Harogue
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It is broadly similar to the Compose New Message Editor, to which you should refer for
more detailed information.

You may modify the message in any way you wish before sending it.
The main differences are:

The text of the message you are forwarding will be entered, with a (fixed) preamble
indicating its origins.

The text of the message will not be marked with the quotes defined here, unless you have
configured this in Configure == Preferences == Messages == Editing.

2.10.26  Getting Started

Single/Multi Machine installations

MailCOPA may be used in a single-machine configuration (running on a machine that
holds the data on its own hard disc), accessing the Internet via, for example, a dial-up
link, a DSL or Cable Internet connection.

MailCOPA may also be installed in a multi-machine configuration, where several
installations of MailCOPA exist on computers on a network, all accessing the same data
on a so-called server machine. This has the advantage that any user may access their
email and address book(s) from any computer on the network.

If you need help configuring the network for a multi-machine installation, please see here.
If you installed MailCOPA yourself.
During installation, details relating to one user (User Name, Real Name, email Address, mail

servers etc) will have been entered, and this user created. A default user called ROOT wiill
also have been created, but no further details will have been entered. No login
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passwords are allocated at this stage.

Both your named user and ROOT are Super Users, and can thus access and change the
details of other users.

Selecting and clicking on the MailCOPA icon in the Windows Start Menu, will display the
MailCOPA Login window, where you select a user name and enter the corresponding
password (which is initially a blank) in order to enter MailCOPA.

At this stage there is no need to make any changes to the users' configuration, but if you
wish to do so, please refer to the User Details page.

Similarly, other aspects of the configuration can be left at their default settings for the
moment, but when you have familiarised yourself with the basic functioning of MailCOPA,
you may wish to look at the User Preferences.

If MailCOPA was installed for you.
This is likely to be the case if it was installed on a network by the Network Administrator.

Select and click on the MailCOPA icon in the Windows Start Menu will display the
MailCOPA Login window, where you select your user name and enter the corresponding
password in order to enter MailCOPA.

It should not be necessary to amend any of the User Details, as these should have been
entered during the installation.

Similarly, other aspects of the configuration can be left at their default settings for the
moment, but when you have familiarised yourself with the basic functioning of MailCOPA,
you may wish to look at the User Preferences.

MailCOPA is now running.

It would first be a good idea to look at the ways in which MailCOPA can be viewed, and at
the use of the Address Books.

Please note that extensive use is made of 'Hot Keys' (keys used either alone, or in
combination with other keys, such as SHIFT + S to mark all messages in a folder as
Seen), and Context Menus, which are accessed by right-clicking the mouse button.
Depending on what you have right-clicked on, you will get a different context menu,
appropriate to that object and circumstances.

Glossary

This page has information on words, concepts or functions that may not be covered in much
detail elsewhere.

Alias: This can have various meanings in different contexts.

An Internet Service Provider may give you a Mail Alias so that messages sent to one email
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address (which does not have a 'real' mailbox) will automatically be passed to another
address, which does have a 'real' mailbox. For instance, your main mailbox may be called
al2345z@thisisp.com, but you are allowed to create an alias of john.doe@thisisp.com mail to
which will be actually be forwarded into the a12345z@thisisp.com mailbox.

Within MailCOPA, an alias is a shorthand version of an email address stored in one of your
Address Books - typing this into any of the destination fields of a Compose, Reply or Forward
Editor will result in the address corresponding to this alias being entered. eg you type in jd and
MailCOPA automatically changes this to john.doe@thisisp.com

EML files: The file extension EML is conventionally used for email messages in their original
(plain text) form. Some mail applications use MSG (eg 123456.msg), which can cause problems,
but they are exactly the same type of file.

EML files are a convenient way to archive and to forward messages. People sometimes forward
a message they have received as an attachment, in which case it will be attached as a EML file
- MailCOPA and Outlook Express will do this. It ensures that nothing in the message is
changed, and when viewed in a standards-compliant mailer will be displayed as originally
intended.

In MailCOPA, if you drag a message from the Messages List to the desktop it will be copied
there as a EML file. An attached EML file can be dragged from MailCOPA's Attachments Pane
onto a folder, and will be copied there, and will be integrated into MailCOPA's database.

MBX files: a standard format (sometimes known as a UNIX mailbox file) for importing and
exporting mail messages. Each MBX files contains a number of messages, one after the other.

Forward a Message: An editor opens with the original message in it, with a preamble
indicating it has been forwarded by you. You can select to whom it should be sent (one of more
recipients) and the original message you received can be amended, and you own text added if
you wish.

Read Receipt: When you send a message you can include a request for a Read Receipt (from
the toolbar in the Compose, Reply or Forward Editors). This adds a header line which may or
may not be noticed by the recipient's mail software (support for this is not universal). If
supported, a message will automatically be returned to you indicating that the message was
opened, though this is no guarantee that it has actually been read or understood.

Strictly speaking, the return of a receipt for a message is a mail server function, and is not
universally supported. Some mail clients (like MailCOPA) also support it, but do not rely on
this as a guarantee that a message has arrived at its destination.

If you have retained a copy of your original message, then this will be flagged as having
received a receipt in the Messages List.

Redirect a Message: Simply rewrites the header of the message so that the To: line contains
only the address you specify. To the recipient, the message will appear exactly like the original,
except that it will be addressed to them, rather than to the original recipient(s). There will be
no obvious indication that you passed the message on in this way.

Stationery Macros: These are pieces of ‘code’ that can be inserted into Stationery which will
automatically insert a piece of text or information into a new message that uses this
stationery. Things like the date, the date of the message that is being replied to etc.
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Google Desktop Search

For details of this see http://desktop.google.com (internet link).

A plugin is available so that mail received by MailCOPA will be indexed by Google Desktop
Search (GDS).

However, NOTE:

e Only mail sent and received by the local machine will be indexed on the local machine -
this feature is really only suited to standalone installations of MailCOPA.

e GDS will be given its own copy of each message which it will store entirely separately
from the MailCOPA data store, to which GDS has no access.

e There is no facility within GDS for deleting content (to our knowledge at the time of
writing).

Including MailCOPA messages in GDS

Install Google Desktop Search (see http://desktop.google.com - internet link)

1. Allow GDS to index content on your machine

2. Download the MailCOPA GDS plugin from http://www.intervations.com/download/
mailcopa/google/_mcgoogle.exe

3. Install the MailCOPA GDS plugin

4. Right-click the GDS icon in the Notification Area (System Tray), select More then
Preferences and ensure that the MailCOPA GDS plugin is enabled.

Hot Keys

As an aid to working for those who favour the use of the keyboard, a number of ‘Hot
Keys' are available.

The usual Windows keys work as expected, and operate on the window or pane with the
focus- eg Cursor Up moves up one message if the focus is in the Message List, moves up
one folder if focus is in the Folders List, and moves up one line when focus is in the
Viewer.

The function of several Hot Keys may be different in different situations, this is noted
below.

The lists below are ordered partly by combination, partly by function and partly
alphabetically.

Also, please see the section on Hot Keys in the List of Waiting Mail.

Keys alone.
Hot Key(s) When focus is in:
F1 Global Context-sensitive Help
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F3

Quick Viewer &

Separate Viewer

Find the next occurrence of a
text string in the message
displayed in the Viewer. This
will only work after a search in
that message has already
been undertaken (CTRL+F or
Find from the Context
Menu). Has the same function
when searching the Address
Books.

F5

Folders List
Messages List

Quick Viewer

Refreshes the display of the
currently selected folder. eg if
some messages have been
marked as seen and the filter
is set to Unseen only, this will
update the display in the
Messages List to show only
Unseen messages.

Folders List
Messages List

Quick Viewer

If the list of messages
overflows the Message List,
and the selected message has
been moved out of sight
(above or below the visible
section of the Message List)
pressing C will bring it back
into the visible area.

Delete

Messages List

Delete selected message(s),
only if the focus is in the
Message List. See Ctrl + D for
a global hotkey for this

Folders List
Messages List

Quick Viewer

Show or hide the message
header lines in the Quick
Viewer or the Separate
Viewer.

Folders List
Messages List

Quick Viewer

Mark or Unmark (ie this is a
toggle) the selected message
(s) as Kept.

Folders List

Go to last message viewed. If
"Remember last message
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Messages List

Quick Viewer

viewed" is set in the Folder
Properties for a  folder,
returning to such a folder from
another  will automatically
select the last message
viewed. If this option is not
set, pressing L after returning
to the folder is a manual
means of achieving the same
goal.

N Folders List
Messages List

Quick Viewer

Go to the next Unseen
message in this folder.

R Folders List
Messages List

Quick Viewer

Reply to the sender of the
selected message. See also
ALT+R for Reply to All.

S Folders List
Messages List

Quick Viewer

Mark the selected message(s)
as Seen

U Folders List
Messages List

Quick Viewer

Mark the selected message(s)
as Unseen

SPACEBAR Folders List
Messages List

Quick Viewer

Scroll the Quick Viewer, when
the bottom of the Viewer is
reached, go to the next
Unseen in the current folder -
note this works even when no
viewer is open, though of
course you cannot actually
see the text scrolling in the
viewer.

Enter Folders List

Messages List

The same as double-clicking
on the message in the
Message List. The effect of

© 1999 - 2013 Intervations, Inc.



MailCOPA Manual 161

Quick Viewer

this can be altered between
Open and Reply in Configure
= Preferences =
Messages

Keys with SHIFT

SHIFT + S

Folders List
Messages List

Quick Viewer

Mark all messages in the
currently-selected folder as
Seen

Keys with CTRL

CTRL + B Editors - HTML Format Make the text bold - applies
only to selected text, or from the

current cursor position
onwards for new text.

CTRL+C Viewers and Editors Copy the selected text to the
clipboard

CTRL + L Global Logout from the current
MailCOPA user, in order to
switch to another username.

CTRL + U Editors - HTML Format Make the text underlined -

only applies to selected text, or

from the current cursor
position onwards for new text.

CTRL + X Editors Cut the selected text to the
clipboard

CTRL +V Editors Paste the contents of the
clipboard at the current cursor
position.

CTRL+ Z Main Window Restore the last-deleted
message.
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CTRL+ Z Editors Undo the last editing action.
CTRL + A Viewers, Editors and Select All - depending on the
Messages List context and the focus within
that context, this selects all
of the text in a viewer
(including the Autoviewer), or
all of the messages in the
message list
CTRL + D Viewers, Editors and Delete the selected message
Messages List (s) regardless of where the
focus is. The Delete key will
also do this but only when the
focus is in the Messages List.
CTRL + F Viewers and Editors Find a word or phrase in the
current message.
CTRL + 1 Editors - HTML Format Make the text italic - applies
only to selected text, or from the
current cursor position
onwards for new text.
CTRL+ P Viewers, Editors and Print the current message (or
Messages List a selection in it)
CTRL+Q Reply Editors Quote the text that was

marked in the original
message when the editor was
opened. This is useful if you
have configured MailCOPA not
to quote text when replying
but want to quote just a part
of it in this particular instance.
If using the Split View, text
can be selected in the original
pane whilst writing, and
quoted in the reply pane.

CTRL + ALT + Q Editors Adds quotes to the beginning
of each line of the selected
text, wusing the form of
quotation configured here.

CTRL + S Editors Save the message being
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worked on in the Work in
Progress folder.

CTRL+T

Global

Immediately connect to
collect/send mail using the
default settings here - the
same as File == Connect
Default

Keys with Alt

Alt + F4

Global

Exit MailCOPA

Alt + F6

Global

Cycle open windows - takes
you round all of the open
MailCOPA windows. Useful if
you lose track of them.

Alt + A

Editors

Add an address from your
Address Books to this
message at the current
cursor position. Open the
Select Addresses dialog

Alt + 1

Editors

Substitute HE[EEe BNIEYY!

by the text configured for
<Snipped=> set here

Alt + K

Main Window

Kill the selected message
(s). Note that this will
remove the message(s)
completely from your
system, they will not be
retrieveable.

Alt + L

Editors

But see below.

Send Later, but not if you
have set the option to Send
Mail Immediately here

Alt + L

Main Window

Lock Unseen - see here for
further details

Alt + N

Global

Open a New Message Editor
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Alt + O Editors Send Immediately - only
works if you have opted to
have both Send Now and
Send Later buttons or ‘Send
Mail Immediately' here

Alt + P Folders List Move the currently selected
message(s) to the Spam

Messages List system folder, and add its

) characteristics to the spam

Viewers database so that future

similar messages can be
detected - for more details
see Spam Filtering

Alt + R Folders List Reply to all addresses in the
distribution list (ie the To:
Messages List and CC: addresses),

) excluding your own address.
Viewers

Alt +Q Reply Editors Quote the entire original
message at the current
cursor position.

Alt +S Global Open the Search Mail
window - this allows the
searching of the current
folder, or all folders, for a
word or phrase.

Alt+T Global Opens the Connect Mail
dialog, the same as pressing
the Connect button

Alt + 1, Alt + 2, Alt + 3 etc | Editors Adds the corresponding
Quick Text at the current
cursor position

Miscellaneous Key Combinations

Ctrl + Alt + Q Editors Adds quotes to the
beginning of each line of
selected test, using the

© 1999 - 2013 Intervations, Inc.



MailCOPA Manual 165

quotation character(s) set
here

Ctrl + Shift + End Editors Selects all of the text from
the current cursor position
to the signature separator
of the message. Useful for
quickly trimming all quoted
text, but leaving your
signature intact.

Ctrl + Alt + A Editors Has the same effect as
pressing the Attachments
button on the toolbar: it
opens a dialog to enable
you to attach a file to the
message.

Ctrl + Shift + A Messages List Has the same effect as Ctrl
+ S - marks all messages in
the selected folder as Seen

Shift + Ctrl + L Messages List Edit the label for this
message

2.10.30 HTML Format Messages

Messages can be written and viewed in HTML format, the latter only if there is an HTML
format section in the message.

2

HTML (HyperText Markup Language) is the format in which World Wide Web pages are
written. It allows you to use different fonts, layout, colour features, and include images,
but is not as flexible as word processors. It has the advantage of being cross-platform, so
though you may write a message on a computer running MS Windows, it can be read by
people using for instance the Macintosh or Linux operating systems.

MailCOPA, in common with other email software, only allows the use of fairly basic
features of HTML in composing messages, but should display most complex HTML
messages, such as are used for example in email newsletters sent out by commercial
organisations. If these do not display properly, then Show message in browser should
be used from the Context Menu.

Viewing messages in HTML or TEXT format
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If a message in HTML format is received, then there is a global setting for each User
under Preferences - HTML to automatically display it in Plain Text format. If this is not
checked, the message will be displayed in HTML format.

However, each folder can also be set to override this global setting and to display the
HTML or TEXT sections under Folder Properties - Send/HTML .

Whatever mode of display you use, you can always use the context menu (right-click in
the body of the message) to switch between the two.

"

There are some potential security risks in viewing messages in HTML format - images
downloaded which can be used to show to the sender that the message was viewed.
There are settings to prevent these actions under Preferences - HTML .

Writing HTML messages

There are global settings for each User for composing and replying in Plain Text or HTML,
under Preferences - Editing .

However, there are also individual settings for each folder under Folder Properties.

It is also possible to change between Plain Text and HTML formats during the composition
of a message, using the list box at the bottom of the editor.

In addition to the controls visible in the editor, there is also a Context Menu, available by
right-clicking the mouse in the body of the message, as shown below.

The Message Menu is slightly different to that shown in the Main Window.

In HTML mode, it is possible to view and edit the source code - click on the Source tab.
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Message Menu

This is different to that in the Main Window as different functions are available here.

Click on a hotspot on the image below for further information.

Message

Send Now

Alt+L
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split

Kill Copy
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Keep Copy
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IMAP

Internet Message Access Protocol allows access to email messages on a mail server
without the necessity to download the messages in order to peruse a list of them.
Selecting a message for closer inspection leads to a copy being downloaded and retained
by MailCOPA. However, the original remains on the server until deliberately deleted.

Note that because of limitations and requirements of the IMAP protocol many of
MailCOPA's advanced features will not be available when using IMAP. Each IMAP server
will have it's own inbox and other sub-folder structure. Filtering and folder sharing are not
available because IMAP doesn't support these functions.

A folder structure can be created for an IMAP server, but note that this is on the
SERVER, it does not exist within MailCOPA. If the structure was created by another
client, MailCOPA will detect it on the server and show it. MailCOPA can modify the IMAP
folder structure too, creating and deleting folders, and moving messages between folders.

Some IMAP clients require that you subscribe to folders - ie, they won't be visible (nor
any messages in them) unless subscribed to. MailCOPA automatically subscribes to all
existing folders found on the server.

Copies of outgoing messages are stored in the current user's Sent Items folder, unless
you configure MailCOPA otherwise: you may want them to be saved in the Sent folder on
the server.

Messages are moved to a Trash folder on deletion. When messages are deleted from the
Trash folder they are no longer available.

If a POP3 collection is made (from MailCOPA or another client) ALL of the messages in the
mailbox will be collected, whatever IMAP folder they are in. The IMAP folder structure
exists only in the context of IMAP access, and has no meaning in the context of POP3
collections.

If collections from an IMAP server are enabled, then each mail collection will check all
messages on this server. If a message has not been previously collected, a copy will be
collected and retained by MailCOPA so that it is instantly available to view.

During collections, synchronisation will occur - any changes to the IMAP folder structure
will be updated, and movements or deletions of messages will be recorded. Because of the
limitations of the IMAP protocol, this may involve downloading messages again if for
instance they have been moved to another folder (including Trash).

If a folder in an IMAP account is selected, then a quick synchronisation with the server
will occur, but no messages will be downloaded. The contents of the folder will be
updated and if you select a message in this IMAP folder that has not previously been
collected (eg it has recently arrived), it will be immediately collected, displayed and a
copy retained by MailCOPA.

To set up a connection to an IMAP server:

Go to Configuration == User/Account Details == Incoming Mail Servers
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Press the Add new Incoming Mail Server button. Now click a HotSpot on the image below
for further information.
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2.10.32 Information Panel

Accessed from Configuration =+ Preferences =+ Messages = Viewing = Headers

This allows the setting of headers to be displayed in the Information Panel (see below)
and on message print-outs. Any header(s) present in the message may be displayed or
printed, even non-standard ones (eg X-Env-Sender).

NOTE that this applies to the Information Panels at the top of both the Quick Viewer and
the Main Viewer. The Information Panel in each of these can be shown or hidden in the
General Configuration.

Click on a HotSpot on the image below:
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= Editing From = =
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Top post reply header To = =
Farward headar o = C]
Securky Subiject = =
. Date ] l
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Purging
| Quick; Text
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Spam
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The Information Panel

This is displayed as part of the Quick Viewer:

[[ essages [ connecton Log | Mt Received | -, .
| Quick Viewer ..*;: 2 %)
from: "SHIRLEY Bat 8 Copy , :
v To: ekepalosssramtispgatennn O Copy From Addees (
Subject: e-PROF chamber Sebyct &8 Copy To Addresies
Date: Wed, 9 Jan 2013 08:28:56 40000 ({ | Tyece Message Copy £C Addreises
Label: Phoenix Chamier 'ﬂ‘ Cugtomian Heides Copy Reply To Addeess
Hotes: 05/02/2013 Attachments Deleted: eprofonanioer.ooe

The headers displayed in the Information Panel can also be configured by right-clicking on it
and selecting Customise Headers from the context menu.

If attachments have been deleted from the message, or if it has a label, this information will be
displayed on the information panel too.

Right-clicking produces the context menu shown allowing the following:

e Copy - Allows copying to the clipboard of any of the header lines listed, whether or not they
are displayed on the Information Panel

e Select All - Select the whole of this header line (the one nearest when the menu was
invoked)
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e Trace Message - Show the message's passage across the internet from source to
destination (you)

e Customise headers - Opens the configuration shown above to specify which headers should
be displayed here.

Other Print settings are here.

The settings for the information panel can be accessed from the Quick Viewer and separate
Viewer

2.10.33 Installing New Versions

MailCOPA will continue to be developed to improve useability and to introduce new
features. In particular, there are likely to be improvements to the anti-spam system, to
take account of spammers' new tricks to evade such measures.

New versions may be installed over the top of the existing version - there is no need to
uninstall.

New versions may include changes to the database - when such a new version is
installed, it will automatically change the structure of your data so that this data will not
be accessible again by the earlier version.

This means that if you are working in a multi-machine environment, you must update ALL
client installations at once, thus:

1.Close ALL installations of MailCOPA - it is very important that the data is not accessed
during the upgrade process.

2. Install the new version on your server machine - any data conversion will proceed fairly
quickly as access is very quick on this machine.

3. Start MailCOPA on the server machine to check it is functioning properly.

4. Install the new version on each client machine in turn. Only after a client has been
upgraded should MailCOPA be started.

If you have concerns about moving to new versions contact MailCOPA Support for advice
before going ahead.

A new Autoupdate feature has been introduced from Version 6, details of which are here.
This will only work within the same major version number, eg V6 will only look for V6
updates, V7 will only look for V7 updates etc ... You DO NOT need to autoupdate every
client installation at the same time: various versions of the same major version number will
always work with the data for that major version. Updates are usually minor bug fixes or
improvements.
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However, updated full versions of MailCOPA will continue to be made available at the
Intervations Website, and can be downloaded at any time. The new version will find the
location of your current installation and data and will use these values.

Usually it is unnecessary to restart Windows, and the new version of MailCOPA can be
used immediately after the upgrade.

Restoring Data

It is important that you read the information regarding the restoration of data before
attempting to access or restore data, due to the possibility of the structure of the
database being changed during the installation of a later version of MailCOPA.

If you have any doubts, do please contact MailCOPA Support.

2.10.34 Interactive Mail Download

This is achieved by selecting the Interactive Mail Download option in the Connect
Dialog.

You can also opt to have this option always checked when you open the Connect Dialog
in Configuration == Preferences == Connections

The principle is that you go online, examine each message, deciding there and then what
should be done, and this is actioned immediately, and you are then shown the next
message and so on.

Thus, you can download individual messages, leave others on the server, and delete
others.

If more that one mailbox is configured to be accessed, then once you have seen all of the
messages in the first, you will be taken to the second, and so on.
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hﬂ? Interactive Mail Collection

Cleck
% £y T £
vé'p' i =) v %

: Leave Remove Fetch®&Lleave Fetch® Remove  Fetch & Leave Al  Fetch & Remove All

From: Weather <owner-weather@lists bbe.couk>
To: uce@pinwood . org.uk
cC:
Dabe: 09 10{2006 12:05
Subject; ‘Weather mail - Monday 9 Octaber 2006

Show: |50 :Inmaqelnes edisplay Messa [|Headers

Weather mail - Monday 9 October 2004

This newsletter highlights new features and content
on our site.

2.10.35 Introduction

MailCOPA is professional level email software designed especially for Windows-hosted TCP/
IP based PCs. You only need to have a connection to the Internet or a company Intranet/
Network to take advantage of its powerful features.

MailCOPA is a professionally developed, fully integrated multiple user, multiple email-
account software package that provides all the facilities you will ever need for handling
Internet/Intranet Mail.

MailCOPA can be used as a "stand alone" installation on a single machine, or it can be
installed on a central server, with "satellite" installations on the network, all accessing the
central data store, including the address books. Thus multiple users can access their emalil
on the server from their own machines, and any user can access their email from any
machine on the network if they wish.

MailCOPA will run on 32 and 64 bit versions of MS Windows 2000, XP, Server 2003, Vista
and Server 2008.

MailCOPA provides all levels of users with all the features you might expect in a
professional email package. It is tremendously powerful, and yet not too complicated to
get used to and has been designed to be as intuitive as possible.

It takes account of differing ways of working, so that functions are often available from
the Main Menu, Toolbars, Buttons, Context Menu or by Keyboard Combinations (HotKeys).
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We are sure you will find that it will be worth your while investing a little time to fully
investigate its power and flexibility.

Go to Getting Started .

Known Problems

MailCOPA has been tested in a variety of situations, but there will inevitably be software
and/or hardware environments which might cause problems. In this event, Intervations will
endeavour to resolve the situation. See the page on Technical Support.

The Built-In Database.

The built-in database has been used and rigorously tested by Intervations in other
applications, and has proved reliable and stable, as it has in this implementation. It is
capable of holding huge quantities of messages, and accessing them quickly. There are
one possible issue:

Unseen Count

The count of unseen messsages against each folder might occasionally be wrong - the
running count maintained may become corrupted. In the event that this happens,
using the menu option Utilities == Recount Unseen Messages will quickly rectify
the problem - it will scan the database and recalculate the running count for each
folder.

Windows Vista, Windows 7 & Windows 8

These operating systems increase emphasis on security and set new challenges for
programmers. We have been able to manage many of these but the following remains:

Default Mailer - Unlike previous Windows operating systems, it is not possible to
programmatically set the default mailer (so that for example mail links in web pages wiill

use MailCOPA rather than, say, Outlook Express. The settings here will be disabled
under these operating systems.

To set MailCOPA as the default email application:

Go to the Windows Start Button at the bottom left of your screen.
Select Default Programs

Click Set your default programs

Select MailCOPA in the list of Programs

Click Set this program as the default

Click the OK button.

Messages with unusual formats.
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These have been seen occasionally, and some of the problems cannot be resolved. They
are due either to non-standard formats in the messages themselves, or the viewer's
handling of them. You always have the option of selecting View message in browser
from the viewer context menu (right-click to display this).

Occasionally, an errant message may lock up MailCOPA when being loaded into the viewer.
If you have the autoviewer open MailCOPA will always lock up when this message is
selected (or the folder is selected that contains this message). The solution is to close
the autoviewer (Configure == Preferences == General). You can then examine the
message source and decide what to do with it - often this will be deletion because many
such non-standard messages are spam.

Some mailers and mail lists (and many spam messages) use a non-standard format for the
date and time. Such messages may not be immediately visible in the message list because
the non-standard time gets interpreted as 00:00, thus placing the message at the top (or
bottom) of the message list if it is sorted by date. Clicking the Unseen tab and scrolling to
the top or bottom of the list should find them

Browser Links

When a link is displayed in a message in the viewer, it will be highlighted just as in a Web
page, and clicking on it will start the default browser (most often this is Internet Explorer)
and fetch the page linked.

However, one or two instances have been seen where the page was not fetched
correctly. This is because the link in the message is faulty, and we have no control over
this unfortunately.

Large Fonts

If these are in use (Control Panel == Display == Settings => Advanced ==
General), then the labels for the folders and the columns in the Message List may be too
big, or misplaced. This version of MailCOPA does not allow changing the fonts or font-
sizes for these (although those for the viewers can be).

It is anticipated that more flexible handling of these fonts will be introduced in a later
version of MailCOPA.

Use with Anti Virus Software

Most AV products will transparently scan messages as they are fetched by MailCOPA, and
this will normally provide adequate security.

However, problems can arise if an Anti-Virus product scans the database files, and if this
is likely to be the case, configure it not to scan the data directory.

Toolbar or Window Problems

You may find that the arrangement of one or more of the toolbars is not as you want it,
but you are unable to unravel the problem. The menu option View == Toolbars ==
Restore Default Layout will return them to their original arrangement, when MailCOPA
was first installed.

Similarly with the windows - View = Windows = Restore Default Layout will
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restore them to the arrangement when MailCOPA was first installed.
The Temp folder becomes full

This is rare, but may happen. You may well get a warning message from MailCOPA if this is
the case, and a particular operation depends on access to this folder. If this should
happen, the operation will be ended gracefully without loss of data.

You are advised to consult your Windows documentation for help on this area, but the
following may be useful:

The solution is to reduce the number of files in the Temp folder - be wary about deleting
files that were last modified today, they might be in use by running applications, and any
files with the extension . _sm as these are used by MailCOPA.

The location varies between different versions of Windows, and can be found by entering
%%temp%o6 into the address box of Internet Explorer.

List of Mail Waiting

This is useful if you can only spend short periods online and wish to selectively download
messages, either leaving them on the server, or deleting after download. You can also
delete messages from the server without downloading them, eg spam.

It is accessed by selecting the Get List of Waiting Mail option in the Connect Dialog.

You can also opt to have this option always checked when you open the Connect Dialog
in Configure = Preferences = Connect

The principle is that you go online, each mailbox is accessed in turn, a list of mail waiting
is assembled, and you go offline.

Offline, you can then examine the list of messages at your leisure, marking each with the
action you want taken.

You then go online, and your instructions will be automatically carried out, if you have
checked the Retrieve Marked Mail option in the Connect Dialog.

It is also possible to Retrieve Marked Mail immediately (without the need to go offline and
then online again) by pressing the Action List button.

You can see from the image below that the basic details of each message are displayed,
and you have buttons to indicate the actions you want taken. If you change your mind
about a message, you can simply select the message and press another of the buttons
above. Your choice will be immediately changed.

You can access the List of Waiting Mail from Mail == View Mail for Collection.

Please click on a HotSpot on the image below for further information.
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[%? List of Mail Waiting For Collection

Click
s v & e 9 - ~

. Headers Leave Remove Fetch®leave Fetch & Remove DeleteList 0o ol

Messages in bold have already been downloaded and are stil on the system

& &g Lenath Subject Fram Diate A
3 Fua: Ivor larl <ulrikagizela@abe, com®> 0471172006 15:51
15817 Rt Tammie Knutson “Tammie Knutson” <akstcglobems 041172006 17:02
£338 [CO-CURE] RES: Exploring the ot "Bernice A. Melsdy cbernicamsls 04711/2006 16:03
4947 Weather mail - Monday 3 0c Weather <owner-weather® 09/10/2006 12:05
5576 Weather mail - 11 Septembe BBC Weather Centre <weatk 11,/09/2006 16:12 |

2.10.38 Login Dialog

The first thing you must do when running MailCOPA is log into the system.

The Login dialog box displays the program version number (which may change from that
displayed here as updates are installed)

Select the Username you require in the drop-down box and enter the apprpriate
password. If no password has been set you can just press the Login button.

You can log onto the system as another user at any time from the main menu by selecting
the File == Logout menu option. This will close your current MailCOPA session and re-
display the MailCOPA Login dialog box.

Once logged in, it is possible to have MailCOPA automatically login as a specified user,
(Configuration== Preferences = Global), or you can use the checkbox on the Login
dialog to achieve the same end - see graphic below.

Alternatively an immediate login can be set up in the MailCOPA shortcut, see here for
details.

MailCOPA Login

- Welcome to Inkeryations MailCOPA

> Mulkiple User | Multiple account mailer
({1 8.02a 13th July 2007

User Name! : w |

Password; | |

[] Always login as this user on this machine

[ Login ][ Cancel ]
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Mail Filters

To access the Mail Filters dialog use Configure == Edit Filters
A new filter can also be created from the Message context menu.

MailCOPA features a powerful filtering facility, enabling complex distinctions between
messages so that they can be handled differently, eg by passing them to different folders,
forwarding them to someone else, etc.

Filters can operate on the standard RFC-compliant header lines, or on any header or body
line. From MailCOPA version 9.01, the search can be in the Entire Body, or just in the
Plain Text or HTML sections. NOTE that not all messages have a Plain Text section.

"

Each filter can operate only on incoming or outgoing mail, not both. If you wish to use the
same filter for both you must set up two copies, one for incoming and one for outgoing.

Filters can individually be activated or deactivated.

NOTE that a message will be passed through all of the filters, one after another, and if
the conditions for a filter are met, the configured actions will be carried out, then the
next filter tried etc.

HOWEVER, Once a Transfer action is found, then no no further filters will be tried.

eg if a message has '[gerbils]' in the subject line, one filter can forward it to a Mailing List,
another filter further down the list can copy it to a specified email address, another
further down the list can play a sound (the gerbil's mating call perhaps ???) and another
can Transfer it to a specified folder. This last filter will stop further filters being tried.

Such actions are shown in the popups from the image below thus: =
Two criteria are allowed per message, which can be combined as AND, OR or UNLESS.

The ORDER of filters is important - suppose you often receive personal mail from John
Smith and he also contributes to a mailing list. You wish the personal mail to go to a
special folder, and the mailing list messages to go to another folder. The two filters could
be:

1. If mail is from John Smith UNLESS the To: address is that of the mailing list - transfer to
personal folder.

2.If To: address is that of the mailing list - transfer to mailing list folder.

This enables fine distinctions to be made, eg mail from Intervations will normally be passed
to the ‘Intervations' folder, but if it has come from Intervations via a mailing list, it will
not. Another filter further down can therefore pick it it up and pass it to the folder for
that mailing list instead (see image below).
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# Mail Filters

mallcopa-supporti@intervations. com

Fiters ﬁ.! Fiiber Mame: MalCOPA Suppark
ReglOPa
Pingcopa Support Condtion:
L Qualfier Field Condtion  Match
IF To Header Conkains
MaidCopa List Or % ToHeader Conkains suppoet@malcopa.com
5355
‘\Winsec
Blugvendar Parameter
ﬂtﬁt‘}ﬁ malcopa suppork
Jayasep: Transfer to Folder MalCOPA Support
Clara
FiC Fro
Deb
cur
1o Cure
DCievan PAE = [+] Biter Active [ |Apphy Before SPAM Fikers [ |Oubgaing Fiker
[ Mawe Down ] [ e ][ Copy ” Delete ][ SEvE

J [ geore ]

Actions

The action is selected in the left hand field, and any necessary details (name of folder,
address for redirection etc) entered or selected from the right hand folder.

Actions marked ===
further filters on the message.

¥ with prevent any further actions under this filter, and the running of

Action

Incoming/Outgoing

Effect

Play Sound

Incoming and Outgoing

Useful for alerting you to
important incoming mail -

use your favourite WAV
file.

Make Subject Outgoing Alters the subject line of
the message

Make Status Incoming Alters the Seen/Unseen

status of the message,
after it is copied to a
folder.

Print Message

Incoming and Outgoing

Print the message. If you

have multiple printers
available, you can specify
the printer in the
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Parameter column

Delete Message

Incoming and Outgoing

Deletes the message - it
will be placed in the
Deleted folder and will be
wiped when this folder is
next purged.

Mail back a File

Incoming

Send back a specified
plain-text file to the
sender: the contents of
this will be placed in the
body of an email message.

Forward to Address

Incoming and Outgoing

Forward the message to
another address: you will
still receive a personal
copy of the message.

Forward to Mail List

Incoming and Outgoing

Forward the message to a
mailing list (set up within
MailCOPA) See the help
page on Mail Lists. You will
still receive a personal
copy of the message.

Redirect to Address

Incoming

Redirect message to
another address. You will
not receive a personal
copy of the message. The
original header lines will be
left unchanged apart from
the To: line.

Redirect to Mail List

Incoming

Redirect message to a
mailing list (set up within
MailCOPA) See the help
page on Mail Lists. You will
not receive a personal
copy of the message.

Transfer to Folder =

Incoming and Outgoing

Transfer message to a
specified folder - no
further actions or filters
will be carried out after
this. Ensure that if you
want any other actions,
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they are configured to be
done before this one.

The folder specified may
be a one owned by
another user, but shared
with the current user.

Copy to Folder

Incoming and Outgoing

Place a copy of this
message in the specified
MailCOPA folder.

The folder specified may
be a one owned by
another user, but shared
with the current user.

Transfer to Other User =

Incoming

Transfer the message to
another MailCOPA user. No
further actions or filters
will be carried out after
this one.

Copy to Other User

Incoming

Pass a copy of this
message to another
MailCOPA user. It may
then be subject to that
user's filters.

Run Application

Incoming

Run an application with (a
copy of) the complete
message specified on the
command line, eg
"C:\MYAPP\MYAPP.EXE
C:\WINDOWS\TEMP
\MESSAGE.TXT". ldeal for
inveterate dabblers!

Append to Digest

Incoming and Outgoing

Append the message to a
digest for a mail list.

Transfer to Directory =

Incoming and Outgoing

Transfer the message to
the specified disk
directory as a text file. No
further actions or filters
will be carried out after
this one.
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Copy to Directory

Incoming and Outgoing

Copy the message to the
specified disk directory as
a text file.

Make Reply-To:

Incoming

Alter the Reply line in the
message to a specified
address - useful if a
mailing list does not
change the reply line to
the list (from the original
sender).

Add Sender to Mail List

Incoming

Add sender's address to a
MailCOPA mailing list. See
the help page on Malil Lists

Remove Sender From Mail
List

Incoming

Remove the sender’s
address from a MailCOPA
mailing list. See the help
page on Mail Lists

Announce

Incoming

Announce the specified
text - you will need a Text
To Speech engine installed
for this to work (this
should be installed by
default in XP and Vista).

Add Sender to Address Book

Incoming

Add the email address of
the sender of the message
to an Address Book - you
must specify which book.

Remove Sender from
Address Book

Incoming

Remove the email address
of the sender of the
message from an Address
Book - you must specify
which book.

Save Attachments to Disk

Incoming

Save all attachments with
the message to a specified
disk folder.

Set Message Label

Incoming and Outgoing

Set the message's label

Set Message Colour

Incoming and Outgoing

Set the message's colour
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Add to Spam Score

Incoming

Add or subtract a specified
figure to/from the spam
score for this message. A
useful way of manually
‘tuning’ the spam filtering.

Obviously this filter MUST
be set to activate prior to
the SPAM filters otherwise
the score will be
calculated and never
used.

Mail Back a Stationery
Message

Incoming

This filter can be used as a
vacation auto-responder.
Create stationery that
says "I'm away until "
then set this filter to fire
on any message received
(If From Matches RegEx
.*) and the stationery will
be returned to every
sender.

Or it could be restricted to
certain senders.

NOTE however that every
message received will
receive this, so if someone
sends a series of messages
they will receive this in
response to each one.

Remove from Server

Incoming

This fiter  takes no
parameters and will cause
the matched message to
be removed from the
server  on the next
connection (For servers
set to leave messages on
the server only).

Set Message Category

Incoming

Sets the message's
category - only one
category can be set, but
additional filter actions can
be used to set more than
one.
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Add To: Address Outgoing

Adds an address to the
To: line in the header. This
can of course be seen by
all recipients.

Add CC: Address Outgoing

Adds an address to the
CC: line in the header.
This can of course be seen
by all recipients.

Add BCC: Address Outgoing

Adds an address to the
BCC: line in the header.
This can of course NOT be
seen by any recipients.

Conditions

Contains

The string is somewhere in the specified
line: eg "Black Adder Mailing List" is
contained in the line:

The Black Adder mailing
<black.adder@somewhere.com=>

list

Does not Contain

The string is not to be found anywhere in
the specified header line. eg 'The Black
Adder Forum Mailing List" is not found in
the above example.

Equals

The header line is exactly the same as the
string.

Does not Equal

The header line is not exactly the same as
the string.

Starts with The header line starts with the string. eg,
in the above example, the header line
starts with "The Black”

Ends with The header line ends with the string. eg in

the above example, the header line ends
with "@somewhere.com>"

In Address Book

Whether the contents of the specified line
contain an address that is in an address
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book. You can specify which book (or any)
in the Match column, which has different
options in this instance. Useful for allowing
through potentially “spammy" messages
from people you know, if filtering is set to
be done before spam checking.

Not in Address Book Whether the contents of the specified line
contain an address that is NOT in an
address book. You can specify which book
(or any) in the Match column, which has
different options in this instance. Useful for
filtering messages from people you DON'T
know.

Matches RegEx Whether the contents of the specified line
match a Regular Expression. An Internet
search will provide many useful sources of
information on Regular Expressions, or see:
www.regexbuddy.com/regex.html

2.10.40 Mail Lists

MailCOPA allows you to run mailing lists, which can be used in the following ways:
o A simple distribution list of people to whom you write regularly

e A more complex discussion list, administered from your MailCOPA installation (like majordomo
or listserv

In the latter case, it is not as sophisticated as software specially written for this task, but it
provides the basic functions.

The list(s) of addresses is maintained from View == Mailing Lists. for details see below.
The Mail Filters can be used for the actual running of a discussion list:

Adding/Removing Addresses - this will automatically add or remove members from/to the
mailing list. The received message should contain information that uniquely identifies it, eg the
subject line, or the address to which it was sent.

Forward to a Mailing List - this will automatically forward the received message to the
specified mailing list, without the need for user intervention. The received message should
contain information that uniquely identifies it, eg the subject line, or the address to which it
was sent. Note that the destination addresses will be placed into the To field of the message
to the mailing list, so that members will be able to see each other's addresses.

Redirect to a Mailing List - this will automatically redirect the received message to the
specified mailing list, without the need for user intervention. The received message should
contain information that uniquely identifies it, eg the subject line, or the address to which it
was sent. Note that the destination addresses will be placed into the To field of the message
to the mailing list, so that members will be able to see each other's addresses.
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Mail Back a File. - sends back file to the sender of the received message, such as the rules of
the group or information about it. The received message should contain information that
uniquely identifies it, eg the subject line, or the address to which it was sent.

Received messages should be easily identifiable to ensure that they are handled
correctly.

If your Internet Service Provider allows any number of email addresses (eg
fred@mydomain.myISP.com, joe @mydomain.myISP.com, etc) you can use unique addresses for
the different functions:

info.gerbils@mydomain.myISP.com - to mail back a text file containing information about the
gerbils mailing list

rules.gerbils@mydomain.myISP.com - to mail back a text file containing the rules of the gerbils
mailing list.

add.gerbils@mydomain.mylSP.com - to add the sender's address to the gerbils mailing list.

remove.gerbils@mydomain.myISP.com - to remove the sender's address from the gerbils
mailing list.

gerbils@mydomain.mylISP.com - for posts to the gerbils mailing list. The filter will forward any
messages to this address to the gerbils mailing list.

If you do not have access to multiple email addresses as above, you can ask you
participants to begin the Subject line with something recognisable, eg:

[info.gerbils] - to mail back a text file containing information about the gerbils mailing list
[rules.gerbils] - to mail back a text file containing the rules of the gerbils mailing list.
[add.gerbils] - to add the sender's address to the gerbils mailing list.

[remove.gerbils] - to remove the sender's address from the gerbils mailing list.

[gerbils] - for posts to the gerbils mailing list. The filter will forward any messages to this
address to the gerbils mailing list.

Maintaining Mailing Lists.

Accessed from View == Mailing Lists.
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Mailing_ Lists r?”.ﬁl[i'

| Avallable Lists | | Addresses
|Virus Warnings | |office@irtervations.co,uk,
-E office@intervations,com
| [officemintervations com.us |

|DPAF Erkerers

|vihbedist
=

r_geabsust ] [QdabsList -|

| roorttist | | Exportiist | | Eromaddeessbooks ||  add || pelete |

2.10.41 Mail Received Window

This lists the mail that has been received, giving information about it that can be a useful
alert, or be used in tracking which folder mail has been placed.

NOTE that the list cannot hold more than 500 messages - when it reaches this size, the
oldest will be deleted to reduce the total to 500. This is because if left to accumulate, it
will cause long delays when new mail is collected.

It may be ordered by any of the columns - just click on the column header. The order can
be reversed (ie descending rather than ascending) by clicking the column again.

In the image below, the Mail Received window is shown tabbed with two other windows,
but there are other ways to display it - see the page on the Main Window.

Click a HotSpot on the image below for further information.
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2.10.42

M Received B&a
Recerved Folder Subject From |
TH0E 2007 21:49 SRPWeb £ VooDoo Labor Dy Weekend “botenrilizars, net” shotowriears, st »
ZH0E[2007 22:45 Marcury  Poe: o ousshion relsbed bo ths auth vulres shilty SBE-Support <MHL_menur @ SPAMELIER-DEY
23082007 22:59 Spaen turgids “pics Harlen™ <pmceHarlen@omin, peca.oom>
24 M0 2007 0800 Marcury  ClamaY sold Jaru Bariks <malingiatsaPMGROUP, COM =

24,08 2007 D800 Co-Cure  [CO-CURE] RES:MEG - Brasn best coubd belp makes sar LI Woodnuff <l 7rdicharter nst > [vis Co-C
24082007 D800 Marcury R log qusskion relsted bo bhe suth vulrershily SBIC-Support <ML _mencurn@SPAMBLNEER -DEY

24065 2007 0800 Mercury  [Re: bog question relsted ko the suth vulrershilty “Thomas B, Sephereon” <ouppat@TSTEPHEN
2405 B007 0800 bt The IT Pro Newdletter tpro.sibe-adtonfdennisrst . co.uk ([T PROY

24008 2007 0800 Co-Cure  [OO-CURE] ACT: Some thoughits on the NICE guidslin "Ellen Goudsmit <sllengoudsmit@HOTIHAIL 0N
24068 2007 0800 Spam Lsrk it time bo go “Tuima Howard™ cmisterhayespaedc spskingdor ‘\lfl

[] Display wharavar mad b recerved

[ crverweite st when mad s received [ oolete &mefresh | [efreshiit | [yew Messoge] [ Qhse |

Mezsage: | M Flecenved | Connsction Ln-g:

Mail Servers

Note that this information relates to OUTGOING mail, not INCOMING mail: the latter can
usually be collected via any connection to the Internet.

When you send mail, it is initially sent to a mail (SMTP) server provided by your Internet
Service Provider (ISP).

This will normally accept the mail, queue it, and in due course (often only a few seconds
later) pass it on to the mail machine on the Internet which accepts mail for that address.
If there are temporary problems with the delivery, the mail will be re-queued and re-sent.

The accepting machine may either deliver the mail direct to the recipient (if they have a
permanent connection to the Internet) or pass the mail on to a storage area, from which
the recipient will collect it when they next connect to the Internet and request new mail.

Normally you can only use the mail relay provided by an ISP when connected through that
ISP - this is in order that the ISP knows the identity of the sender (from the details given
by you when you signed up) in the event of problems with the mail, usually legal problems
such as libel, defamation or harrassment, or problems with the sending of messages to a
large number of addresses (SPAM). Although logs are kept by ISPs of mail sent via their
relays, they are only occasionally referred to, when such problems arise.

If you are able to connect via two or more ISPs (eg, at home or work, or when visiting
someone else, or via a public wifi connection), you must use the mail server of the ISP via
whom you are connected.

It is possible to configure MailCOPA to cycle through each of the configured mail servers
in turn until one accepts the mail. However, this will happen with each message,
introducing a delay for each, and could result in a long time online.

Another way round this is if you have authenticated access to a SMTP server, perhaps
provided by your ISP or a hosting company. You will normally be able to connect to this
via any ISP. Outgoing mail servers can be configured in MailCOPA to use authentication if
it is required.

Another possible problem is that a mail relay will only accept mail from certain addresses,
eg you cannot send mail from john@companyl.com but mail from john@company2.com till
be accepted. Each email address configured in MailCOPA can be set to use a specific
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outgoing mail server if you wish.

Yet another possible problem is that some ISPs transparently route outgoing mail to their
own server, regardless of the one the user wishes to use. This is actually useful as you
can specify any mail server you wish, confident you will not be rejected.

Also, some ISPs block access to port 25 (the usual port for sending mail), but some mail

relays accept mail to an alternative port, and this can be configured into each outgoing
mail server if necessary.

2.10.43 Main Window

A range of viewing possibilities are available, all managed in this Main Window.

NOTE that from Version 12.01, the Default (Vertical) view is supplemented by the Default
(Horizontal) view. You can switch between the two:

View == Windows == Arrange Normally
View = Windows === Arrange Vertically
NOTE that the window configuration is stored locally and will not be available if the same
MailCOPA User logs in from another computer, nor if a different is used

on the local machine (it is stored in the Registry).

The following panes are available in the Main Window (they may be added or removed
from View == Windows):

e Folders List

Messages List

Quick Viewer

Connect Log
e Mail Received
Default View

This is how MailCOPA will appear when first installed. The window can be reset to this
layout from View = Windows == Restore Default Layout

Click on a HotSpot for further information
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The Messages Window and Connection Log are tabbed together, and the Quick
Viewer and Mail Received Window are also tabbed together. Clicking on a windows tab
brings it to the front.

It is possible to move these around by dragging the tab of the window in question - eg it
is possible to move the Mail Received Window so that it is tabbed above its default
position with the Messages Window and Connection Log

If things get into a mess, DON'T PANIC! - you can reset the default view from View ==
Windows =% Restore Default Layout and start again.

Assuming you have not set the option to disable docking in the General Preferences, then
the following is possible:

& Switches to Docking Mode - all of the windows on this tab will slide out of view, just
their tabs being visible. Clicking on one of these tabs causes that window to slide
back into place so it can be viewed. When the mouse pointer is moved off the
window, it will slide back out of view again.

#  Switches from Docking to Normal Mode. The tabbed sets of windows will always be
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visible.

B Closes this window. It can be reopened from View = Windows =

Default View (Vertical)

The Main Window can also be arranged in an alternative layout:

¥ WallCOPA - ASHLEY 1 =]
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-y i " )
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O Spem 11 4
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You can switch between this and the Normal view:
View = Windows === Arrange Vertically

View == Windows = Arrange Normally

2.10.44 MAPI Server

Message Application Programming Interface is a messaging architecture which provides a
consistent interface for multiple application programs to interact with multiple messaging
systems.

This feature allows various applications to send messages or files via email using
MailCOPA.

You must first ensure that MailCOPA is configured as your default mail client. This can be
done via Internet Options in the Windows Control Panel, or perhaps better, under
Configure = Preferences == General
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Now, you can perform procedures such as the following:

1.Selecting Send to mail recipient from the context menu in such applications as
Windows Explorer will pass the item from which this was accessed to MailCOPA which
will open a Compose New editor, with the item already present as an attachment.

2.Selecting Send from the File menu in Internet Explorer, then Page by email will
similarly pass the page currently being viewed to MailCOPA which will open a Compose
New editor, with the page already present as an attachment.

3.Similar to (2) above, a link can be sent in the body of an email message, using
MailCOPA.

4.In Outlook Express a news item can similarly be sent as an email message using
MailCOPA by selecting Forward from the Message menu (in the body of the message)
or Forward As Attachment from the same Message menu (as an attachment).

2.10.45 Menus

These are the usual Windows menus available near the top of the MailCOPA parent
window, rather than the Context Menus produced by right-clicking on an item, though
some of the options may be available from both.

Note that some options may be unavailable, depending on the current context - for
example, Mail == View Mail Waiting will be unavailable if you have not previously gone
online, checked the relevant mailboxes, and assembled such a list, which otherwise does
not exist.

In particular, the editors will have options (especially on the Edit menu) not available

elsewhere.
File Edit ¥iew Folder Message Utilities Configuration Wizards Help
File
Connect Connect to collect and/or send mail -
opens the Connect Dialog
Connect Default Connect immediately to collect/send malil,

using the options set here. Does not open
the Connect Dialog as above.
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Print

Print Default

Logout

Exit MailCOPA

Edit

Undo Ctrl + Z

Cut Ctrl + X

Copy Ctrl + C

Paste Ctrl +V

Paste Quoted

Remove Quotes

Add Quotes Ctrl +Alt + Q

Print the contents of the currently
selected message. If part of it s
highlighted, the Selection option will be
available on the Print Dialogue. See also
the section on Print Preferences.

Print immediately using the MailCOPA
default printer (set here), and
(Windows) default settings for that
printer.

Logout as the current user name, and
login as another user: opens the Login
Dialog

Close down MailCOPA completely.

Editors Only. Undo the Ilast editing
action.

Editors Only. Cut the selected text to
the clipboard

Editors Only. Copy the selected text to
the clipboard

Editors Only. Paste the text from
clipboard.

Editors Only. Paste the text from the
clipboard, marking it as quoted.

Editors Only. Remove quote marks from
the selected text.

Editors Only. Add quote marks to the
selected text.
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Snip Alt + |

Insert

Find

Find Next

Speak Message

Copy

Select All CTRL+A

View

Show HTML

Show Text

Editors Only. Delete the selected text,
and replace with the <SNIP> text
configured in Preferences - Editing

Editors Only. Allows the insertion of text
from a file (.txt, .rtf and .html files only),
or from the Quick Text - though the latter
is more easily accomplished by using the
HotKeys Alt + 1, Alt + 2, Alt + 3 etc ...

Find a word or phrase in the currently
selected message.

Search for the next occurrence of the
word or phrase last entered into the Find
dialogue.

Speak the message - this requires a Text
To Speech (TTS) engine to be installed.
This is by default in Windows XP, see the
Speech applet in Control Panel.

Select the option again to stop speaking
the message when speaking.

Copy the selected text to the clipboard

Varies in its exact action according to the
context.

Where a message is currently displayed in
text-only format, and has a Rich Text
(HTML) section, this HTML section will be
displayed.

Where a message is currently displayed in
HTML format, it will instead be displayed in
text-only format.
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Show in Online Mode

Show in Browser

Headers

Mail Waiting

Connect Log

Mail Counts

Fetch from the internet any embedded
images that have not been sent with the
message. Beware that this may be used by
spammers to check if you have viewed the
message, so be cautious.

Show the message in the computer's default
browser - this is useful for very complex
HTML messages which the MailCOPA editor
cannot fully display correctly. The same
caveat applies as in the above option about
fetching images from the internet.

Show the full messages headers in the
viewer.

View the Ilist of mail that you have
previously marked for collection from
external mailboxes during your next
connection. Opens the List of Mail Waiting
window

This is a log of mail sending, collection and
processing, which may be of assistance
when diagnosing problems. It is split into
two sections, one showing the actual
connection activity, and the other showing
the processing of messages by MailCOPA
once they have been received.

This is the same log which is opened
automatically when mail is sent or received,
though each time it opens, it is cleared and
just records operations during that
connection. This Connect Log holds a
continuing record of all such sessions.

Whether a log is kept, and whether a new
one is started each day (rather than
continually adding to the existing one, which
can lead to a huge file) can be configured
in User Details.

Shows Unseen/Outgoing/Held mail for all
users, and allows a quick switch to any
user.
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Addresses

Mailing Lists

Toolbars

For more details see toolbars

Windows

Open the Address Books

Gives Access to the Mailing Lists

Mail Toolbar Show or Hide the
Main Toolbar

Quick Viewer Tools Show or Hide the
Quick Viewer Tools

Button Text Show or Hide the
text on the toolbar
buttons

Customise Customise the

toolbars, see here
for more details.

Restore Default If you have
Layout problems with the
layout of the
toolbars that you
cannot resolve any
other way, this will
return it to that
when MailCOPA was
first installed. A

useful "panic button"
!

Connection Log Show or hide the
connection log,
which may be

integrated with the
other windows if you
wish.

Folders Show or Hide the
Folders Window

Messages Show or Hide the
Messages List
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Folder

Quick Viewer Show or Hide the
Quick Viewer

Mail Received Show or Hide the
Mail Received
Window

Restore Default If you have

Layout problems with the

layout of the
windows that you
cannot resolve any
other way, this will
return it to that
when MailCOPA was
first installed. A

useful "panic button"
!

The options on this menu apply to the currently selected folder.

Add

Delete

Refresh F5

Copy sub-folder structure

Close All Sub-Folders

Create a new folder

Delete the currently selected folder.

WARNING - this will delete any messages
in the folder too.

Refresh the display of messages in the
currently-selected folder - the same as
pressing F5

Enabled only if this folder has sub-folders.
Creates a new folder at this level with all
of the sub-folders of this folder. The new
parent folder and sub-folders will have the
same properties as those of this folder.

Close all sub-folders.
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Import Import mail into the currently selected
folder. Messages in text format may be
imported a folder-full at a time, or UNIX
mailfiles (a single file containing multiple
messages, one after the other).

Mark all Seen SHIFT+S Mark all messages in the currently-
selected folder as Seen

Add to Favourites Folders may be added to the Favourites
pane (above the main Folders List). The
original folder remains in the main list, this
is just a copy. Once there, they may be
used in exactly the same way as the
folder in the main list, including amending
its properties.

Remove from Favourites Remove from the Favourites pane.

Properties Display the folder's properties.
Message

Compose Open a Compose New Mail Editor

Open Displays the message in a fresh View

Messages Window. Opening a different
message will result in its being loaded into a
new View Messages window.

Opening another message opens another
fresh View Message window with this last
message displayed. You will now have two
similar View Message windows open.

Reply
Reply Reply to the

selected message -
a Reply Editor will be
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Forward

Forward as Attachment

Redirect

Refilter

opened. Any
attachments will
NOT be included.

Reply to All Reply to all those on
the distribution list,
ie those on the To:
and CC: lines in the
header. Any
attachments will
NOT be included.

Reply & Forward Include any

Attachments attachments with
the Reply

Reply to All and Include any

Forward attachments in the

Attachments Reply to all
recipients.

Opens a Forward Editor

Opens a Forward Editor with the selected
message(s) as attachment(s). Useful if you
wish to send a message completely intact.

Redirects the message to another address
- NOTE that you cannot edit the message,
the original header lines will be left
unchanged apart from the To: line. May be
used with multiple selections.

Pass the selected message(s) through the
filters - useful if you have just created a
new filter intended to act on message(s)
like this/these.

NOTE that this does not apply to Outgoing
Filters which can only actioned when a
message is actually sent.
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Filter
Show All Show all messages
in the Messages
List, whether Seen
or Unseen
Show Seen Show only Seen
messages in  the
Messages List.
Show Unseen Show only Unseen
messages in the
Messages List
Hide Seen threads Hide all messages in
the Messages List
whose threads that
have been marked
as Seen
Mark Seen SHIFT+S Mark the currently-selected message(s) as
Seen
Mark All Seen Mark all message in the currently-selected
folder as Seen
Mark Thread Seen Mark all messages in the currently-selected
thread as Seen (It is only necessary to
select one message in the thread).
Mark Thread Unseen Similar to the above, but mark all messages
in the thread as Unseen.
Delete Delete the currently-selected message(s) -
they will be moved to the Deleted Items
folder

Delete Message (Separate Message Deletes the message currently displayed in
Viewer only) this viewer window, and closes the viewer.

Undo last Delete Undoes the last Delete action, whether this
was of a single message or multiple
messages in one batch. NOTE that it
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Kill

Delete Attachments

Move Messages

doesn't matter which folder or which
message(s) you have selected at the time
you undertake this, the last batch of
messages you deleted (ie they were moved
to the Deleted Items folder) will be moved
back to the folder they were in when
deleted.

Expunge the message from the system - it
will NOT be moved to Deleted Items and will
not be retrievable after this action

Delete the attachments on the currently
selected message

Copy to Folder Copies the
currently-selected
message(s) from
one folder to

another. A dialog will
be displayed so that
you can select the
destination  folder.
Copied files can be
identified because
the message subject
will contain the text

"(Copy)".

Move to Folder Moves a message
from one folder to
another. A dialog will
be displayed so that
you can select the
destination folder.

Create Filter Allows the quick
creation of a filter
to transfer
messages to
another folder on
receipt. Data from
the header of the
current message will
be available in the
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Export to text .eml
file

Export to UNIX
mailbox

filter dialog box to
simplify the process.

You may then wish
to use the Refilter
option above.

Copies the
currently-selected
message(s) as text
file(s) to the
destination selected
by the user. The file
extension will be
.eml but the file(s)
will be in plain text
format. The
extension .eml is
recognised as an
email message,
complete with all
headers. In the case
of multiple
selections, give a
filename like xyz,
and they will be
saved as Xyz-
l.eml, xyz-2.eml
etc

Additionally,
Dragging and
Dropping a

message onto the
desktop will result
in its being copied
as a text file to the
Desktop.

Export to a Unix
mailbox file (.mbx).
If a single message
is selected and
saved to an existing
file, this will be
OVERWRITTEN,

rather than adding
the message to any
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Flag Messages

Hold

Unhold

Keep K

existing messages in
the file.  Multiple
selections will be
added to one file.
The object of this
function is to add
files in one batch to
a .mbx file for
transfer/import to
other email software

This option is only

available on
messages in the
Outbox system

folder. A message
can be prevented
from being sent by
marking it as Held.
Held messages are
displayed in an
Italic font.

This option is only

available on
messages in  the
Outbox system

folder which have
already been marked
as Held. A message
not marked as held
will be sent next
time a connection is
made to the malil
server.

Marks a message as
Kept. The message
will  be displayed
with a key icon in
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Unkeep K

Lock Unseen Alt +
L

Unlock Unseen Alt
+ L

Edit Label

Shift + Ctrl + L

the kept column if
available. Kept
messages cannot be
deleted, and will not
be purged.

Removes the Kept
marking from a
message: it can
then be deleted and
purged.

Marks the message
as Unseen, and
locks it in this state
- it is not possible
to simply mark the
message Seen,
using the option
further up this
menu, or using the S
key.

Removes the lock
applied above - note
this does not mark
the message as
Seen, this must be
done separately,
using either the
option further up
this menu or using
the U key.

Attaches a label to
the message. This
may be up to 255
characters, and a
field to display it in
the messages list
can be configured
from the Folders
Properties Settings.
In the case of
multiple selections,
the same label will
be added to each
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Edit Subject

Categories

Set Colour

Set Reminder

Reset
Colour

Default

message, but they
can subsequently be
individually modified.

Change the subject
of a received mail.

Message. The
original subject is
added to message in
an X-Original-
Subject: header for
reference.

Messages may be
allocated to user-
created categories.
For more details see
here.

Set the colour of
the selected
message(s) your
own choice of
colour. Useful for
quickly identifying
particular messages
in a folder. For
example you may
receive messages
from a web site
email script with a
specific subject and
wish to quickly find
them.

Timed reminder - for
more details see
here.

Return the colour of
the message(s) to
the standard one
configured.
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Addresses
Add Address Adds the sender's

email details to an
address book. When
selected, a list of
address books will
be displayed from
which you can
choose the
destination, and you
will  be able to
amend or add to the
details to be added.

Add Distribution Adds all of the

List addresses on the
To: and CC: lines in
the message header
(excluding your own
address) to an
address book or
mailing list, which
can be selected
from the dialog
which opens.

Add to Mail List Add the sender's
address to a Mailing
List prepared within
MailCOPA.

Sending
Send Now Send the currently

selected message
immediately. Only
available for
messages in the
Work in Progress
folder.

Send Later Send the currently
selected message
later (ie place it in
the Outbox. Only
available for
messages in the
Work in Progress
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Spam

Resend Now

Re-Edit

Black List Sender

White List Sender

Learn as Spam

folder.

Resend the currently
selected message -
this will be disabled
if this is not a copy

of a message
originally written by
this user - ie the

From: line in the
header is not one of
the email addresses
entered here. If you
wish to resend a
message later,
simply drag and drop
it into the Outgoing
folder.

Opens the message
in the editor,
enabling

modifications to be
made, including to
the recipient
address(es). Applies
only to messages
you have written
and sent yourself,
NOT to messages
received.

The From: address
will be added to the
Spam Black List

The From: address
will be added to the
Spam White List

For further details
please see the page
on Spam Filtering
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Learn as Clean For further details
please see the page
on Spam Filtering

Spam Score For further details
please see the page
on Spam Filtering

Find Replies If this is an original message (ie one not
written in reply to a message received) this
will locate (but not open) any replies you
have written to it. Note that this only
applies to direct interchanges between you
and another writer - it will not work in
mailing lists for instance.

Open Reply Opens the reply you wrote to this message
(if any) in a separate viewer window.

Find Original If this is a reply (ie a message written in
response to a message received) this will
find the original message. Note that this
only applies to direct interchanges between
you and another writer - it will not work in
mailing lists for instance.

Open Original Opens the original message to which this is
the reply.

Select All Selects all of the messages in the Messages
List

Properties Displays the message's properties, header

details, and gives access to the 'raw' text
form of the message. For more information
see here.

Utilities

Various system utilities - for more
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Configuration

Set Preferences
User/Account Details
Edit Signatures

Edit Styles

Edit Filters

Edit Spam Filters
Edit Categories

Edit Diary Labels

Edit Stationery

Wizards

information see here.

See Preferences

See User Details

See Signatures

See Editing HTML Styles

See Mail Filters

See Spam

See Categories

See Diary

See Stationery

These lead you through step-by-step processes for various infrequently-performed tasks.

Add User

Add new mail account

Copy User

Takes you through the process of adding a
new MailCOPA user.

Takes you through the process of adding a
new mail account for the current user.

Takes you through the process of creating a
new user with all of the configuration option
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of an existing user.

Import Mail/Addresses Takes you through the import of mail
messages from

e MS Outlook Express v5 & v6
e MS Outlook

e Eudora

Thunderbird

MS Windows Mail

Or of Addresses from:
e MS Outlook Express v5 & v6

e MS Outlook
e Eudora
¢ Windows Contacts (Vista)
e CSV File
Multi-machine Data Sharing If this installation of MailCOPA is currently

configured to use data held on this machine,
this wizard will enable you to connect to
data on another server machine.

Export Mail Takes you through the process of exporting
message from one, some or all MailCOPA
folders. They can either be exported as
single text files (*.eml) or in batches, each
batch in a Unix Mailbox (*.mbx) file.

Reports
Mail Received Queries the database to list all mail received
between the dates you specify, in order of
date received. Mail permanently deleted
(killed) will not be shown.
Help
MailCOPA Help Opens this Help File
Getting Started Opens the Getting Started page in this

Help File.
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Whats New

Hot Keys

Show Tips

MailCOPA Home Page

Technical Support

FAQ Web Page

Send Machine Name to Client

Upgrade MailCOPA

About MailCOPA

2.10.46 Messages List

Opens the Whats New in MailCOPA Version
11.01 page in this Help File

Opens the page covering Hot Keys in
MailCOPA in this Help File

Show the tips - these will have been
automatically activated each time you
started MailCOPA. This is for if you have
de-activated them.

Takes you to the MailCOPA home internet
page

Opens the Support Form on the MailCOPA
website (in your default browser).

Opens the MailCOPA Frequently Asked
Questions page - this is a very useful
source of answers to common problems.
TRY THIS FIRST - IT COULD BE A QUICK
WAY OF SOLVING ANY PROBLEM YOU
MAY HAVE.

Used in conjunction with the Multi-
mac hine data-sharing Wizard above.

License MailCOPA for more users, or for
multi-machine use (if your current licence
only covers single-machine use).

Shows the Version Number and Date of
this version, and various copyright
information.

Click on a HotSpot for more information
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Deleted Ttems

| Messages - 3 messages sebbed

k) €3 | From Subject Diske St Duste Rwcatved Ta
Teson Homa: Life Style  Uip to half price summer sale + Money off eCoupons on Direct! 01 0T 2000 1Dl 03072011 18:59 ashlew
PayPal s SpAM 6.635:Limited Access Nobilication, 01,/07/20010 11:06 D1/07/2011 1T:06 ashiliy

Computerfctive Newsh Judge delays BT piracy ruling 01002011 1703 010772011 1106 ashley

L4
' Al f2o7h  Seen (2] )\ Linsesn (205) ¥ Custom Fiter @B svatchitresdngon 5 £k Custom Fiter

Messages - 3 messagss selected | Conneckion Log - Mail Received

This forms part of the Main Window.

When a folder is selected in the Folders List, a list of messages within it is displayed here.
When a message here is selected, its contents are displayed in the Quick Viewer.

The fields displayed (Subject, From, Date Sent etc) can be configured under the Folder
Properties, or from the Customise menu (right-click on the headers, see image above).

The Context Menu is available either from the Messages menu, or by right-clicking on a
message.

Sorting Messages

The list can be sorted can be sorted by multiple columns. For the first sort, click on the
column header by which you wish to sort. For subsequent sorts, hold the SHIFT key and
click on the appropriate column header.

Thus you can have messages unthreaded and sorted thus:

From
Subject
Date Received

Threading

If the Thread button is pressed, then the messages will be sorted alphabetically by
subject, each contribution to the thread being shown as part of that thread.

It is also possible to sort within a thread, by any of the displayed columns - for the first
sort, just click on the column header. For subsequent sorts, hold the SHIFT key and click
the appropriate column header.

Thus you can have messages threaded thus:
Subject

From
Date Sent

Custom Filters

© 1999 - 2013 Intervations, Inc.



MailCOPA Manual 213

These can be used for this folder, or in wider searches. Very useful for quickly finding
relevant messages. For more details please see here.

2.10.47 Message Properties

Accessed fromm Message === Properties, and from the Messages List Context Menu.

< Message Properties E”i][zl

ral | Details |

Subject: Re: MC Help file
From: [“Simon Crayvthorn <simon-o@interyations  com:>

Falder: Simon-C
Size: [2KB
Aiktachments: Plone

Priority ! hnrmd

Senk: (170092007 19:51
Received: (170972007 19:51

Message Source ] [ Close

This gives the main information about the message.
The Details tab shows the complete header.

The Message Source button shows the complete message source as plain text.

2.10.48 Message Viewer

This is a separate viewer to the Quick Viewer (part of the Main Window), though broadly
the same in functionality.

Its main advantage is that it can be sized to suit your requirements, and will open on top
of other windows.

It is accessed by selecting Open from the Messages context menu, or if set appropriately
in Configuration == Preferences == Messages, by double-clicking on a message in
the Messages List.

© 1999 - 2013 Intervations, Inc.



214

MailCOPA Help

file Edit Yiew Message

b . 8 'm e 5l

Reply Forward Show Headers Print  Add Address

From: CERT Advisory <cert-advisory@cert.orgs>
Tio: cert-advisory@oart.org
Subjact; US-CERT Technical Cyber Seourity Alert TA0S-2554 - Apple QuickTime Yulnerabilties

Hash: SHAL
National Cyber Alert Systen

Technical Cvber Security Rlert TADG-Z56R

Apple QuickTime Vulnerabilities

original release date: September 13, Z008
Last revised: --
Source: US5-CEET

It carries a part of the Main Toolbar, the buttons that are relevant to its function.

Any internet links (eg www.intervations.com) will be highlighted and if clicked will open
the default browser which will fetch the page in the link.

If a word has an asterisk immediately before it AND an asterisk immediately after it, it will
be displayed in *bold>*.

Similarly underscores () immediately before and after a word will result in its being
_underlined .

Right-clicking in the body of the message produces a context menu. The available options
will depend on the context (eg whether this is a plain-text or HTML view or whether a link
is right-clicked on). Click the image below for further information:
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2.10.49

Dpen Link

Find Ctrl+F
how HTML

Show HTHML Online

Show Text
b P Bk o e

Strip HTML

Show Message in Browser

Speak Message

£oom

Show Headers

Select All Chrl+A

Moving from your previous Mailer

215

As many mailers use proprietary formats, the move from your previous one may not be a
simple task. However, MailCOPA is able to import messages directly from some other
mailers, or from text files, and will import .CSV files into address books.

MailCOPA has Wizards that take you through the import of mail messages from:

e MS Outlook Express v5 & v6

¢ MS Outlook

Eudora

Thunderbird

Or of Addresses from:

e MS Outlook Express v5 & v6

MS Outlook

Eudora

CSV File

Messages

MS Windows Mail

Windows Contacts (Vista)

If the Wizards above are not applicable, MailCOPA can import messages that are in plain
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text format.

First export the messages from your old mailer into a directory reserved just for this
purpose. You may be able to do this with complete folders, or you may have to do it
message-by-message.

Then select the MailCOPA folder into which you wish to import the message, right-click it,
select Import from the menu and then Text (.txt/.eml/.msg) files. Now find the
messages directory using the dialog box that is opened. Press OK and MailCOPA will
import ALL text files in that directory as messages into the selected folder. Caution -
ensure that all of the text files are RFC-compliant messages, as any that are not may
produce unpredictable results.

Similarly, UNIX mailbox files (a single file with many messages within it, one after the
other, supported by some other mailers) can be imported.

Address Books

Addresses may be imported directly from some mailers (see above).

However, if you are not moving from one of the supported mailers, it may well be possible
to export them from your previous mailer as a .CSV file, which MailCOPA can import.

For further details see here.

2.1050 Multi-User Environment

The MailCOPA database is 'active': any changes in the data such as messages marked as Seen,
or new messages arriving, are immediately updated on any client installations running.

This means that if several individuals are logged in under the same MailCOPA user name on
several machines, and a change is made by one of them to a message (eg it is marked Seen or
moved to another folder), then this will immediately be updated on all of the machines.

Similarly if two users are logged in under different MailCOPA user names, and folders are
shared between them, any change to the shared folders will be immediately visible to the
other user.

Record locking prevents two users replying to the same message: this could be invaluable in a
helpdesk situation where many different technicians reply to the same stream of incoming
messages. One person can select a message to reply to, and other people would not then be
able to reply to it.

Record locking is implemented by default, and there is no user configuration option to turn it
off. If you have a special situation where you require record locking to be disabled, please
contact Intervations Support. One possible situation is where a user wishes to have two reply
editors open to the same original message, which is usually impossible. Overall we believe that
it is better to have record locking enabled and for the replies to be made separately.
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2.10.51 MySQL Database

MailCOPA comes with a built-in database, which is what is used initially after installation.
Upgrades from earlier versions will also use the built-in database initially.

For most people, this will be quite sufficient, but in some circumstances, the greater
speed of a MySQL database may prove an advantage. It is only appropriate on network
versions of MailCOPA - it is superfluous on single-machine installs.

The installation, linking-to and maintenance of a MySQL database is technically
complex and should only be attempted by those with the skills and experience
required. If you do not know if you have the skills and experience required, then
you probably DON'T !

As too many variables are outside our control, Intervations do not provide support for
databases other than the built-in one.

Development and testing of this feature has been done by personnel competent in this
field, and the information provided here is for other such people.

1. Install the latest version of MySQL onto your server machine and ensure that it is
working properly. You do not need a web server or PHP installed on this machine, but it
can be helpful as you can use phpMyAdmin to check the MySQL installation. Otherwise,
the MySQL command-line client that comes with MySQL can be used.

2. Create a suitable MySQL database (no tables are required), and a suitable username
and strong password. Initially this user must have ALL privileges and be a SUPER user -
this is dangerous, so once the data transfer is complete, this SUPER privilege MUST be
removed.

3.Edit the my.ini (Windows) or my.cnf (Linux) file and add the following to the line to the
[mysqld] section:

max_al | oned_packet =1G

4. Ensure that the firewall on the server will allow incoming connections to port 3306.

5. ONLY when the above have been successfully accomplished, contact MailCOPA
Support for a link to the utility that will move back and forth between the two types of
database.

6. Close all MailCOPA clients and run the utility on the a Windows machine that has
access to both the old built-in database and the new MySQL database. On the MailCOPA
machine might be quickest. It will create all the tables and copy all of your data from the
built-in database. This may take a considerable time if you have lots of data.

6. At the end of the process, you will be offered the chance to run the Multi-Machine
Data Sharing Wizard, to connect to the MySQL database.

We have found that with large datasets, there is a considerable increase in speed, such
that, over good internet connections, it can be slow but practicable - ie a MailCOPA client
in a remote connection can access the data on the server, just as if it were in the local
network. NOTE however that there must be an uninterrupted connection to the MySQL
database server - 3G connections have not been found to be very reliable in this respect.
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For this to work you must make sure that your MySQL server can be accessed across the
internet. If using a router this must forward traffic from the internet to port 3306 on your
MySQL server machine. Some ISPs block traffic to this port for security reasons, in which
case the you will need to run MySQL on an alternative (accessible) port, or to configure
the router to translate this alternative port to port 3306.

NOTE that exposing a database server in this way is dangerous, and it is up to you to
ensure that you have adequate security to prevent intrusion. We accept no responsibility
for such problems.

Backup
The ideal way is to backup to a replicating MySQL database on another server.

A simple alternative is to create a batch file with the following line in it:

[Path To] nysqgl dunp --routines --max_al |l owed_packet =1G --1 ock-tabl es --user=mail copa --
password=****** pgj| copa > [Path To] nail copa. sql

This will lock all of the tables in the database (which will cause any running MailCOPA
clients to freeze until the backup process finishes) and export the whole database to the
file mailcopa.sqgl. In the event of a disaster this file can be easily used to restore the
database.

Notifications

If you are accessing the MySQL database using clients on different subnets, then these
will not work. For more information, please see here.
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2.10.52 Network Configuration

MailCOPA may be
used in a single-
machine configuration
(running on a machine
that holds the data
on its own hard disc),
accessing the
Internet via, for
example, a dial-up
link, a DSL or Cable
Internet connection.

MailCOPA may also be
installed in a multi-
machine

configuration, where
several installations of
MailCOPA exist on
computers on a
network, all accessing
the same data on a
so-called 'server’
machine. This has the
advantage that any
user may access their
email and address
book(s) from any
computer on the
network.

A number of different mc:::z.m:
detailed arrangements

are possible, the
diagram to the right Typical Network Setup
shows what is
probably the most
common.

See this page for the
scope of the various
configuration options
of MailCOPA in multi-
machine installations.

Single-Machine Installation

MailCOPA is installed on the computer together with the database, which holds all
configuration, email messages, addresses, filters, styles, diary information etc. MailCOPA
accesses the database by direct disk access. NO database server is installed.
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2.10.53

Multi-Machine Installations

The information below refers to the built-in database. Should you switch to using a
MySQL database, please see the information here.

In order for a network configuration to work properly, the computers must be correctly
networked together - ie connected via a wireless connection or appropriate network cable
and possibly a hub or switch, and the machines properly configured. The network needs
some sort of connection to the internet - see the diagram above for the typical setup.

Current versions of MailCOPA use TCP/IP for access to the database server on the server
machine (the one holding the central data store). To avoid possible problems with this
method of connection, you should configure your server machine to have a Static IP
Address. The clients may be configured dynamically.

The data path for clients will be of the form: ivdb://192.168.1.1/mailcopa

It is possible however that a machine name may be used (eg ivdb://myserver/
mailcopa) but this is not advised. Use of the IP Address is far more secure.

The data path on the server will be a direct-to-disk path eg:

C:\Documents and Settings\All Users\Application Data\InterVations\mailcopa
(Windows 2000/XP/2003)

C:\ProgramData\InterVations\MailCOPA (Windows Vista, 7, 2008)

However, MailCOPA on the server will normally access the data via the database server,
just like the clients.

Potential Problems

Firewalls can block MailCOPA's access - it is essential that the clients and server can
communicate via Port 7492 TCP & UDP (for data access), and access Port 7493 UDP
outgoing (for notification of database changes, eg new mail, mail marked seen).

When MailCOPA is installed it will open these ports in the standard Windows firewall but
other software (eg third-party firewalls) may interfere with this.

Also see out FAQ pages (internet link) for more trouble-shooting information.

New Mail Tray Icon

When new mail is received, this animated icon appears in the System Tray (or
"Notification Area') at the bottom right of your screen.

This is useful if you wish to make a quick check of what new mail has been received, eg if
you are working on something else and do not wish to take the time to make a detailed
check.

A right-click will restore MailCOPA and produce a menu:
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e Clear Status - simply clears the icon from the Tray.

¢ Show Mail Received - opens the Mail Received window.

2.10.54 Notifications

The information here does not apply to single-machine installations.

Suppose you have several MailCOPA clients running, all accessing the same message store
(database), and these clients are all logged in as the same MailCOPA user. When things
are changed on one client, a notification is sent to all other clients so they can update
their displays.

This is useful for instance if you have several personnel logged in as the same user,
dealing with customer enquiries. If one person marks a message as seen, or deletes it, or
moves it to another folder, this will immediately update on the other clients.

Similarly, if the list in the Mail Received window is deleted and/or refreshed, this window
on the other clients will reflect the change.

Notifications are sent via port 7493 UDP, so this must be open on each client for incoming
traffic - normally MailCOPA will amend the Windows Firewall on installation, but you may
need to do this manually on third-party firewalls.

NOTE too that notifications will only work within the same subnet. This would apply for
instance if you are accessing the database from outside your local network, most likely
using a MySQL database.

Changing folder will always update the display, and you can force this too, using the F5
key.

2.1055 Plain Text Editor

Under the Editing settings an overall decision can be made to use Plain Text or HTML for
composing messages, but individual folders can be also set to use different formats.

The Plain Text Editor works in a similar way to the HTML Editor, but with no more than
very basic layout options.

It is possible to switch between Plain Text and HTML format whilst composing a message
but be cautious as moving from HTML format will lose all of your formatting, though the
content and basic structure of the message will be preserved.

Please click a HotSpot on the image below for further information.
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2.10.56

'Enmpn&e Messape - Inbox
File Edit Yiew Message Table
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() To: [“somecns” <someoneifithers,com> ﬁ.ttadrmm .!-
& cc: Pmere2t g1 stianery
| Boc:
==
Subject: [Fhoto ] | Print
. ) . | |
Attached i3 the ph-:rt-:f- wf: we e d._l.sc_.'ysm._ng. Receint
i,g Unida Ctrl+2 Y-
Fred Bloggs "( o G | Sign
il Copy Chrl 4t
ilIh Paste Ctrl+y
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[
| g [Eind Ctrl+F
| ¢ Replace Ciri+R
| et
un| Add Address Alt+a
Select Al Cirl+A
1:1 Signabure: Default g . Plain Test » |From: somecne@there com -

POP3 and SMTP

POP3 and SMTP are two different protocols used for passing mail messages between mail
machines. Both use the Client/Server principle.

A Client initiates a connection with a Server, then issues requests, which are fulfilled by
the Server.

A Server runs continually, awaiting connection requests from a Client. When these arrive,
it fulfils them.

The server can, if required, use authentication to decide whether connections from a
particular Client should be accepted.

POP3 - Post Office Protocol - Collecting Mail

POP3 is a method of mail collection and always uses authentication: MailCOPA initiates a
connection with a POP3 Server, sends the mailbox name and password, then makes
requests regarding the download of messages. Usually this will be an automated process,
where messages are downloaded, then deleted from the server, but other methods can be
used, see Specialised Mail Collections.

SMTP - Sending Mail
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MailCOPA uses its own SMTP client for sending messages out. In this instance the distant
SMTP server acts as a relay, or smarthost - it accepts the mail, identifies how it should
be routed, then passes it on to its final destination.

MailCOPA's SMTP client contacts a SMTP server (typically one provided by your Internet
Service Provider, but it maybe on your company intranet), and requests to send outgoing
mail, which is then passed to the SMTP server.

You cannot usually use a SMTP relay other than that provided by your ISP: it will reject
connection requests from connections identified as not belonging to that ISP, eg if you
connect from home rather than work or from a friend's house or a hotel room. This is so as
to be able to identify the originator of the mail (in the event of subsequent legal
proceedings or misuse contrary to the IPS's terms), and to prevent the forwarding of UCE
(Unsolicited Commercial email) often know as spam.

Some servers require that you collect (or attempt to collect where there is no malil
waiting) mail first and only then will it allow you to send via it. The principle is that once
you authenticate via POP3, it is pretty certain that it is still you trying to send within a
short time using the same IP Address. The usual sequence is Send then Collect, but this
can be reversed in MailCOPA's Preferences here.

SMTP Authentication

Some servers use a primitive form of authentication (see the paragraph above), but the
SMTP protocol also supports the use of formal authentication, which can be used to
identify users if they are not connected via the ISP's own connection point. A username
and password can be sent along with the initial request for a SMTP connection.

MailCOPA supports SMTP authentication, as described in the User Details (Outgoing tab).

DO NOT ENTER ANYTHING INTO THE FIELDS INTENDED FOR AUTHENTICATION IF
AUTHENTICATION IS NOT REQUIRED, AS THIS WILL LEAD TO FAILURES TO SEND
MAIL.

2.10.57 Preferences

Accessed from Configuration == Preferences

The Set Preferences Window allows you to set a large range of settings: any preferences
changed in any tab except the Global Tab will not effect other MailCOPA users.

Also (apart from the Global tab), the preferences for this MailCOPA user will be the same
regardless of which is logged in, and which machine he/she connect from
(assuming a multi-machine installation).
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Set Preferences

Global Settings
General These settngs will affect all users on this machine
Sinatures
= Messages Auta ko= w
= Editing

Mcemal reply header

Bty ks . Click Here

= Viewing

s for further

Printing

ez information
% Quick Text

= Connections
Sebvidh ied Conrsstions
Mewe Mad Notification
Speling
Soam
Dary

izl

2.10.58 Preference: Connections
Accessed from Configuration =* Preferences = Connections
The first set of options here can be set or unset each time you go online MANUALLY from the
Connect Dialog.

For actions to be undertaken during scheduled collections please click here

Click on a Hot Spot on the image below for further information
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% 5ot Preferences

Global
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=13

Connection Settings

Deaf sl connaction settings

[7] Serd mad
[#] Codect mad

[CIrecsive messages bafore send

Settings which affect online states

[ Irter sckive mad dowerioad
[]Get st of waiting mal
[T Betrieve marked mal

[

o [ co [ ooty |

2.10.59 Preferences: Diary

Accessed from Configuration =* Preferences == Diary

Click on a HotSpot on the image below for further information
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2.10.60
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Preference: Editing

Accessed from Configure = Preferences =+ Messages ==+ Editing

Click on a Hot Spot on the image below for further information
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Globisl A Editing Messages
Genaeral Settings that affect how messages are edited
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= Messages Compose new el s Resply Az
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2.10.61 Preference: Normal Reply

Accessed from Configuration = Preferences = Normal Reply Header

This is one of two alternative ways of formatting quoting in replies, where the quoted text
is placed above the reply text, eg:

In your nmessage regardi ng Conference papers dated 09/04/ 2009, Hon Se

>HSS- Dear Del egate/ Conmittee Menber/ Misical Advisor,
>HSS- CONFERENCE 2009

>HSS- | have pleasure in enclosing the follow ng
>HSS- docunents
Reply Text ...

This form of quoting is used if the option in Preferences - General to Put cursor at top on reply
is UNchecked.

The content, formatting and layout of the header can be specified here.

Click on a HotSpot on the image below for further information.

& goi Preferences El B E
[ ciekal Raply Header
Genaeral Thits haader will be placed ot the top of the edicor when rephying o messages In normal
Tagpiatires L]

In your massage regarding BSUBJECTE: dated &DATESENTE,
2SENDERS. said ...

Top post reply header
Farvard hesder

HTHL
Prinking

| Qb Tk

= Conrsctions
Scheduled Connections
e M Motification

Ciary

Lo J[ gon J[ s |
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2.10.62 Preference: Top Post

Accessed from Configuration =* Preferences = Top Post Reply Header

This form of reply places the cursor at the top of the editor, with the quoting of the
original underneath, as shown below:

Reply text goes here ....

--- Original Message: ---

From: Dobies of Devon
Sent: 12/04/2009
Subject: Dobies Easter Newsletter

>DoD- Dobies of Devon Newsletter

>DoD- Our Most Popular Easy to Grow Fruit & Veg

This form of quoting is used if the option in Preferences - General to Put cursor at top on
reply is checked.

The content, formatting and layout of the header can be specified here.

Click on a HotSpot on the image below for further information

& Sei Preferences El - [z:
[ ciekal Top Post Reply Header
Genaeral This beader will be placed above the quobed message when repling in bop posting mode
Tagpiatires (where you reply above the original message)
= Meszages

--= Original Massage: ---

From: BSENDERS:
Sant: BEDATESENTR
To: BTOR
Subject: BSUBJECTS:

Lo J[ oo J[ swov ]
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2.10.63 Preference: Forward Header

Accessed from Configuration = Preferences = Forward Header

When forwarding messages, a header can be added of the following form:

Thi s nessage has been forwarded to you by adm n@zp. org. uk, the origi
Hon Sec SZP <secretary@zp. org. uk>

Dear Del egate/ Comm ttee Menber/ Misical Advisor,

CONFERENCE 2009

| have pleasure in enclosing the follow ng
docunents which, if you are planning to attend,

It is possible to edit the header that is used.

Click on a HotSpot on the image below for further information

¥ 5o Preferences El = E

1
Global Farward Heasder
General This header will be placed af the top of the editor when fonmarding & message
Sagnatungs
= Messages
= edtng
Normal rephy bsader 3
Top post raply header This message has been forwarded to you by &ETOR, the

original sender was KSENDERADDRESSE:
Security
= Wieving
Headars
HTL
Prinking
Purging
bk Tt
= Conrsctions
Scheduled Connections
Moy Mail Noific ation
Speling
Spam
LCiary

Lo J[ gon J[ s |
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2.10.64 Preferences: Security

This area relates to the encryption and signing of messages using S/MIME or Open PGP.
Please click a HotSpot for further information.

¥ 5oq Preferences

c Security Settings
Ganaral Settings For signing and encrypting emails
Sagriatures
= Meszages Sign sektings Ericrypt settings
= Edditing (%) fusk ey mach time (=} Bisk; mee wach kime
mﬂ"“ ) Sign messages veth SIMINE ) Encrypt messages with SMIME
op r hurnder
Forvard headsr () 5ign messages with OpenBGP () Encrypt messages with OpsnP@
Socurky |
= Wheving Als chck this kewring for OpanPGR Public Keys:
Hl:m 'I::'LPrcu;rmstUutmka&aslemPﬁPkmnmmnm.ﬂr [B
Prinking
Furging
| B ik Tk
= Cahrscion:
Schaduled Connections
Ry Mad Noific ation
Speling
Spamn
Ciary
Lo ][ goocet |[ oo |

2.10.65 Preferences: General

Accessed from Configure = Preferences = General

Click on a Hot Spot on the image below for further information
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I:vunsra.l Settings
Setbngs affecting various aspects of the program

|| Hide mesenge detais in viewar [+ Lpcate message after seanch
| e message detais in ok veswer [ swanch off Quick Wiewer
[ Empity Treleted Items® folder on exit [7] Switch off kil message wamings
[ Show yreeen mescage count on folders [0 Offer drag eptions
| ] 5haw total message count on folders [ Remember last folder
7] pramize to system wray Alviys st Ma
[¥] Gort folders tree | pisabie Docking
[ 7] esable fodders deag and drop [ Hicke Favourite Foiders
| B Quike Text [ Favourite Folders At Bottom
[ Quick Taxt - Alt+1
Cuuick Text - Alt+2 On startup open: | Mad -
Quick Teut - Alt+3 .
Quack Text - Alt+4
Quick Text - Alt+5
Quick Text - Alt+H5
Ok Text - Alt+7
Quick Text - Alt+d
Quaick Text - Alt+3

2.10.66 Preferences: Global

Accessed from Configuration = Preferences = Global
Note that all setting here will apply to ALL MailCOPA users on this machine.

However, the settings are stored in the Windows Registry for the Current Windows User,
so if you change Windows User Name, different settings will be created.

Click on a Hot Spot on the image below for further information
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2.10.67

& 5ot Preferences

|
General
Sagnaburas
= Messages Auta logon on this machine &2; ASHLEY
Pasgword:
Mormal reply header
Top post reply header
Forward hesder Diata Psthy
Security
= Wiing [] Sheck For updates once & day

Haadars [+#] Thits machines shoukd not make timed connections
HTHL

Frinking
Purging
| bk Tt
= Confsctions
Scheduled Connections
Ry Ml Nokific akhon
Speling
Spam
Ciary

Global Settings
Thesa settings will affect sl users on this machine

W

L2 J[ coocs J[ oo ]

Preferences: Headers

Accessed from Configuration = Preferences = Messages = Viewing = Headers

This allows the setting of headers to be displayed in the Information Panel (see below)

and on message print-outs. Any header(s) present in the message may be displayed or
printed, even non-standard ones (eg X-Env-Sender).

NOTE that this applies to the Information Panels at the top of both the Quick Viewer and

the Main Viewer. The Information Panel in each of these can be shown or hidden in the
General Configuration.

Click on a HotSpot on the image below:
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% 5ot Preferences

Global Headers To Dasplay in Message Viewsr
General Thea heaaders below will be displayed
Sauabires
| B Meszages Hesdar Displayed Printad
= Editing From = =
Mol raphy header Repky-To El
Top post reply header To = =
Farward headar o = C]
Securky Subiject = =
. Date ] l
Message D 0 O
HTEL -Madler = [
Frinking Cortsnt-Typs O O
Purging
| Quick; Text
= Cohrsctions
Scheduled Connections
My Mail Nekification
Zpeling
Spam
Chary
e
o [ co [ ooy |

The Information Panel

This is displayed as part of the Quick Viewer:

[[ essages [ connecton Log | Mt Received | -, .
| Quick Viewer ..*;: 2 %)
from: "SHIRLEY Bat 8 Copy , :
v To: ekepalosssramtispgatennn O Copy From Addees (
Subject: e-PROF chamber Sebyct &8 Copy To Addresies
Date: Wed, 9 Jan 2013 08:28:56 40000 ({ | Tyece Message Copy £C Addreises
Label: Phoenix Chamier 'ﬂ‘ Cugtomian Heides Copy Reply To Addeess
Hotes: 05/02/2013 Attachments Deleted: eprofonanioer.ooe

The headers displayed in the Information Panel can also be configured by right-clicking on it
and selecting Customise Headers from the context menu.

If attachments have been deleted from the message, or if it has a label, this information will be
displayed on the information panel too.

Right-clicking produces the context menu shown allowing the following:

e Copy - Allows copying to the clipboard of any of the header lines listed, whether or not they
are displayed on the Information Panel

e Select All - Select the whole of this header line (the one nearest when the menu was
invoked)
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e Trace Message - Show the message's passage across the internet from source to
destination (you)

e Customise headers - Opens the configuration shown above to specify which headers should
be displayed here.

Other Print settings are here.

The settings for the information panel can be accessed from the Quick Viewer and separate
Viewer

2.10.68 Preferences: HTML

Accessed from Configure = Preferences == Messages == HTML

For more details on displaying and composing messages in HTML format please see the
page on HTML format

HTML messages can contain dangerous elements. The HTML viewer uses its own rendering
engine, but to protect you against possible threats to your security, there are several
options here.

Click on a Hot Spot on the image below for further information

& ot Preferences El - [z-
[ Global HTML Message Setings
General Settings that affect the crestion and viewing of HTML formatited messages
Sariabires
= Messages Deafsut Fonk For HTML message sditor

= Exditing ]
Morrmal rephy headsr
Top post reply header
Farviard hesder Seurity sattings For meseags vsing
Socuriy [#] View HTML messages in "Offine Mode® (Same images may not appear)
[#] Show text portion of HTWL messages (F available)

[#] 5how HTML messages in “Orline Mode” F sender is in address baok

Prinking [#]When rephying to HTML messages, cormert bo quoted bext (MalCOPA V9 shyleh

Default Text Font |

| Qb Tk

= Conrsctions
Scheduled Connections
e M Motification

Ciary

Rushons Defacts

Lo J[ oo J[ s ]
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Accessed from Configure = Preferences =~ Messages

Click a Hot Spot on the image below for further information.

2.10.70

9 Soi Preferences r:| = E‘
clobal Messages List Settings
Genarsl Settings that affect the list of messages
Sn;mtuac
_ [] Ercasbode chek: om message bo read [#] show élifSeenjUnsesn tabs
[ Dbl chck: o messsasge o naphy [] usoscroll message kst
H\:\ﬂ!‘drcwhcadcr [[]when threading open at first urssen [ | Don't mark message seen when rephying
Top post reply hesder
Forward hasder Cﬂﬁlfﬁmmmﬂ:;-@D: s defauk
Sacurty Colour For unsesn messages (selected): -[BE] [ e et s
o Vit
HI:""*‘"‘ [ Automatically add repbed bo addness to address book: Ashisy v
Frinking When chicking on mad hypedink send mad from:
Purging Haito: &
| bk Tnak =
= Canpactions [+] andle local madto: Frypeinks intemaly
Scheduled Connections
oy Ml Noktific athon
Speling
Spam
Diary
Roestong Defaults
[ o [ coneet |[ moey |

Preferences: Printing

Accessed from Configuration = Preferences = Printing

NOTE that the printing of HTML format messages may be problematic if the message has too

complex a structure for the viewer. In such cases, open the message in a browser (right-click in
the message viewer and select Show Message in Browser) as browsers usually handle

printing more conveniently and accurately.

HTML format messages were not originally intended for very complex layouts, but rather to
provide some formatting options not available in plain-text format. Unfortunately some email
messages reproduce Website pages (in particular advertising newsletters), and can defeat the

viewer used in MailCOPA.

Click a Hot Spot on the image below for further information.
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2.10.71

% 5ot Preferences

Gobal Printing Settings
Gameral Sattings For configuring how messages are printed
Srahres
= Messages mmwfwkﬂlmhﬁwtmmmﬁ
ITHar 210 mangin (mim): 10
Maemal reply haadsr m{w; |t oy
Top post rephy header Top margin (mm): 10 Botkoen margin (mm): 15
Farward hesder
Securiy ll}e{nult Taxt E'u.nt] [ 2nd Quoled Text Fonl ]
& 2
Fadars | 1stQuoted TextFont | |  SrdGuoteaTestFont |
HTBA,
E:xbra detads bo be prinked with message: (ses the vieess headers page for header
Furging settings).
| bk Tt
= Conrsctions []attachment Mames [ ]Meszage Folder
Schedued Connections [1Eaos Nesbars
Ry Ml Nokific akhon
Speling Default prinker: | v |
Spam :
Dlary [C]Prirk in Monachnome only (plaindtest messages onky)
Ruestong Defailts
[ o [ coneet |[ oot |

Preferences: Purging

Accessed from Configuration = Preferences == Purging

Purging is the moving of messages older than a set number of days to the Deleted Folder. This
can be undertaken manually or automatically.

The settings here extend to all folders for the current user, but settings may be overridden
folder by folder. See Folder Properties.

Click a Hot Spot on the image below for further information.
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# Sel Preferences El = E

Global Furge Sethings
Genaral Dusfault Purge Settings. You can aver-ride these with Folder Properties
Sagnaburas
= Messoges
=' Editing
MNormal rephy baader
Top post reply header

Forward header Purge messages older than: (365 % Days
Securiy =

[] Purge mail sutomaticaly sach day
[+#] Keep unseen mal

HTML
Prinking

| B ke Tt
= Canrscion
Scheduled Connections
Ry Ml Nokific akhon

Ciary

2.10.72 Preferences: Quick Text

Accessed from Configure = Preferences = Quick Text

Originally intended to insert pre-composed snippets of text into messages, this has
become more of a "Quick Document”, allowing the insertion into a message body of
formatted text, by holding the ALT key and pressing the number keys 1 to 9. This can be
very useful in speeding up your work.

There is no limit to the amount of text you may enter here, and it can be formatted for

use in HTML format messages. NOTE that all formatting will be lost in plain-text
messages.

2.10.73 Preferences: Scheduled Connections

Accessed from Configuration == Preferences == Connections == Scheduled
Connections

MailCOPA can be configured to collect and/or send mail either:
e At regular intervals, eg every 20 minutes.

e At specified times.
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NOTE that the Fetching and/or sending of mail here will relate only to these scheduled
connections - a separate configuration applies to manual connections.

Click a HotSpot on the image below for further information.

& goi Preferences F:_l - [z'

Scheduled Connsctions Sattings
Configure settings for sutomatic mal colection and sending

[#] Use periodic connections [l Delay intaal connection

Connect Evenys | - Minutes
Onby cornect batwesn the hours of : 5 o

Use gpedfic cornections

Tazks o parform

[#]Eatch mal on each connection [#] Serd utgoing mad on eadh connection
Darys to b active

Flton [Iee [Flwed I [Fed  Fleast [Fan

Rushons Defacts

Lo J[ oo J[ s ]

2.10.74 Preference: New Mail Notification

Accessed from Configuration = Preferences = New Mail Notification

When new mail arrives, various events can be configured to occur.

Click a HotSpot on the image below for further information.
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% 5ot Preferences

Global

239

EE®
Hew Mail Notification
‘What happens when nesw mal arrhres
o] Dby o i ki
[#] Show Balioon Alert
[] Shom botal messages since last message marked seen
[¥] ey windiowss: e mad notfication sound
] 5peak number of messages recetved
Ruestong Defailts
[ [ coemt J[ somv |

2.10.75 Preferences: Signatures

Accessed from Configuration == Preferences == Signatures

¥ Sei Preferences

izhabal
Genaral

= Messages
E Ediing
Mcarnal reply haadar
Top post reply header
Farward hesder
Security
= iawing
Headars
ML
Prinking

Signaturs Sethngs

The signature separator is used to seperate your signature from your emal message. It
alweays goes ot the bottom of your messags

Sigristure Separator: -

[+ Seip smndes’s signatura whan you reply
[Pt sigristurs: ghove quoted baxt

[#] Hghlkght: sigresture: area in aditor |

[#] Makee signatature area read only
[]Don't add & signaturs

G
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The Signature Separator is the boundary between the bottom of the body of the
message and the beginning of the signature. The standard formis -- (dash dash space),
thus:

This is the last line of the message.

This is my signature

Thought provoking quotation or idea here.

MailCOPA can strip the sender’'s signature when you reply, by using the standard form
above. Quotes with signatures still in can be annoying.

MailCOPA can also put signatures above quoted text:
Your Signature
> Quoted text

> More quoted text

O

> Quoted text

> More quoted text

Your Signature

2.10.76  Preferences: Spam

Accessed from Configuration = Preferences = Spam

Further information about the spam-trapping, and about White and Black Lists is available
here.

Click a Hot Spot on the image below for further information.
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% 5ot Preferences E| = rz'
[ ciobal SPAM Detection Settings
General Settings For the debection of spam messages. Messages identified & spam will be placed
Sagnatires in the spam folder. You should check this Folder regulary for False positives,
= Messages 3
= Editing Don't check messages bigger thanz 150 5 kB
Moamnal reply header Spam chacking bevelz Very Aggressive b
Top post rephy heades

Forvard header Chack fer tad in the Spamhiaus DNSBL databass (requires onlins connection and wil
Securty 3 ow chown mal colection)
Hasdare ikt sy sparrhans, crglehl
HTML F <
Prinking
Purging [] Ak “ckd cdckess b Blackist™ when dragging messages o the spam folder
{ B Quick: Tk
= Cohrsctions
Scheduled Connections
My M3 Mok ation

Ciary

Blacklists

There is a continuing 'war’ between those sending spam and those designing systems to
filter it out. At one time blacklisting source addresses of spam messages provided some
benefit.

At the time of writing, the advantage of blacklists has become much less, as spammers
typically use a wide range of addresses, often genuine addresses belonging to other,
innocent, people, but also 'spoofed’' addresses which are often not genuine.

Being asked if you wish to blacklist an address every time you specify a message as spam
can be irksome ...

2.10.77 Preferences: Spelling

Accessed from Configure = Preferences == Spelling

Currently there is no facility to do a spell check on a completed message: spellchecking is
done automatically as you type.

When enabled missspellledd

words will be automatically underlined in red.

missspellledd

Right-clicking on a word produces a context menu with suggestions
of the correct spelling of what might be the intended word.
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Email addresses (ie words that include an at sign - @) will not be spell-checked.

Click a HotSpot on the image below for further information.

¥ Sei Preferences El - [z'
[ ciekal Spell Checker Settings
General Setting: for configuring the spell checker
Sagnatunes )
= Messages Dectionary: English v
= Exing

Forveard hesder [+ tgrore sfi-caps waords (8., ASAP)
) 5?'?-'"‘-1" [#] Egnone words with purmbsers (s, WinGE)
e aieining (] Tgnare words with mized case (m.g. MabZORA)
HTHL E" :
Printing [ agkes eearact:
Purging [pisables spaling chmcker
i Cuick: Texk i
e [ e eer Dconary |
Scheduled Connections
My M3 Nokificakion
'fﬂ\!ﬂ.‘c]
Span
Ciary
Rushons Defacts
o J[ concel J[ oo |
Autocorrect

If autocorrection is enabled, misspellings contained in the built-in list will be automatically

corrected, without user intervention - it will also be impossible to enter such misspellings
without their being auto-corrected !

2.10.78 Preferences: Viewing

Accessed from Configure = Preferences == Viewing

Click a HotSpot on the image below for further information.
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Global

243

=l
Viewsng Messages
Settings that affect how messages are viewsd
Faonts For viewsing plain text messages
[ Default Text Font | .
| Firsc Level Quoted Fone ] = E][:f
| Second Level Quoted Font | = EB
l Third Level Quoted Fono J - BD
[ Header Font [iL__IS[=)
Recogrise the folowing as :mtm"sgq
[#] Increment ta next message when marking as seen
[#]Uizm Cuackwiswer bo displany imags attachmants
[(IiRon’: sard read recsicts
[+] Sheoww aktached images in viewar below message bexk
[ dutcrmeaet e a5 s wibeen vieweed
t Restone Defalts

Lo J[ coocs J[ oo ]

2.10.79  Printing Messages

All messages can be printed, including those you are currently writing, using the Print button
on the toolbar, or the HotKey Ctrl + P

The printout can include various header details, which are set in the Printing Preferences.

2.10.80 Purging Messages

Accessed from Configuration == Preferences == Purging

Purging is the moving of messages older than a set number of days to the Deleted Folder. This

can be undertaken manually or automatically.

The settings here extend to all folders for the current user, but settings may be overridden
folder by folder. See Folder Properties.

Click a Hot Spot on the image below for further information.
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2.10.81

# Sel Preferences El = E

1
Global Furge Sethings
Genaral Dusfault Purge Settings. You can aver-ride these with Folder Properties
Sagnaburas
= Messoges
= Exiting
Moarnal reply haader
Top post reply header

Forward header Purge messages older than: (365 % Days
Securiy =

[] Purge mail sutomaticaly sach day
[+#] Keep unseen mal

HTML
Prinking

| bk Tt

= Canrscion
Scheduled Connections
Ry Ml Nokific akhon

Ciary

Quick Viewer

This forms part of the Main Window

The contents of a message selected in the Messages List will be displayed in the Quick
Viewer.

It carries a part of the Main Toolbar, the buttons that are relevant to its function.

Any internet links (eg www.intervations.com) will be highlighted and if clicked will open
the default browser which will fetch the page in the link.

If a word has an asterisk immediately before it AND an asterisk immediately after it, it will
be displayed in *bold>*.

Similarly underscores () immediately before and after a word will result in its being
underlined .

The Quick Viewer will normally be visible but can be turned off from Configure ==
Preferences == General (details here). This can be useful if a rogue message crashes
MailCOPA on being viewed, or you wish to avoid offensive content.

The format (Plain Text or HTML) in which the message will be displayed can be set here.
If there is no Plain Text section, then a notification will be displayed to this effect and the
message will only be displayed in full if switched to HTML format.
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Click on a HotSpot on the image below for further information

Cusck: Visveer axa

From:  “Mabeds Menderson” shurpeshiflsnortechncs.sus
To: “Adam® crichesl.s, waleribhyondar, oo, s
Sulject: . [*SRAMY] Sty & kook 50 long
Duste; - Sak, 04 dsg 2007 143400 +0000
HeMader:  Mitromoft Outleok: Expras £00L 2000, 2 0

Dpen Link
Pltimataly <o8T You Sah Appreclat 4 Eind Ctri+#
Disgcount Pharmacy a Primary Canadi - Show icriptien Agszistance
Provider. Since opening in Y2k of & Show]ext macy has merit many
pharmacy accreditations and becom@® sh [ isted pharmaceutical on

the Werld Wide Web. With over fug showresssgenprowser 14 over 4,500
prescribed by docter filled day bﬁ-‘ 1 delicately to

patients internationally, you can 1edical prescription
W Show Headers

Copy Link Addreds
Select @il Chrl -+

2.10.82 Registering Mailcopa

When you install MailCOPA it will automatically start as a 30-day evaluation version - no
registration is required.

Pricing of registration depends on the number of users allowed, and whether it is a single or
multi machine installation. For details of pricing please see our web site.

At any time during the evaluation period you can apply for a Registration Key, using the
Registration Form or enter a Registration Key if you have one.

Outside the evaluation period, unless registered, MailCOPA will only display the Registration
Dialog, and the Registration Form (which can only be sent to Intervations by mail, or another
emailer), but no other functions will be available.

Registration is specific to the machine which holds the data - if you are using MailCOPA as a
standalone installation on a single machine then this is simple. However, if it is being used on
several machines on a network, then you must be sure to undertake the registration process
on the machine that holds the data. A Serial Number is generated, and you will need to quote
this to Intervations in order to get the corresponding Registration Key.

Getting a Registration Key

Use the menu option Help = Register MailCOPA - this will bring up a dialog for entering the
Registration Key. If you do not already have one, then press the button to open the
Registration Form - this will include the Serial Number for that machine.

Complete all of the relevant fields, ensuring that you specify the number of user licences you
require for your MailCOPA installation, and whether you require a single-machine licence (for a
standalone machine) or a multi-machine licence (for several installations on different machines
on a network all accessing a central data store).

You may always upgrade to a larger number of users in the future if you wish.

Payment is normally by credit card - please ensure that the address details you provide
are those of the CREDIT CARD HOLDER

Payment can also be made via PayPal.
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The registration form shows the Serial Number (unique to this computer) and Reseller ID. Press
the Secure Online Registration button, and you will be taken to our secure server, where you
can specify the type of licence (single/multi machine, number of users), and, after payment,
obtain a registration key.

If MailCOPA is outside its evaluation period, then go to our secure server and enter the details
from the registration form:

https://secure.intervations.com/mailcopal001.php

If you wish to pay by other methods, or would like further pricing details, please contact
Intervations Technical Support. Please be sure to include the Serial Number for the machine
that holds the data, available from Help = Register MailCOPA.

Normally, The Registration Key will be sent to you by email, but if you prefer them to be faxed
back to you then please ensure you check the "Fax" option at the bottom of the form and enter
the fax number to which you wish them to be sent in the appropriate field.

Entering the Registration Key.

If you are using MailCOPA on a standalone machine, then you clearly only enter the
Registration Code on this machine.

Where MailCOPA is installed on a number of machines on a network, all accessing the same
central data store on a server the Registration Key must be entered into MailCOPA on the
server machine.

Click on the Help menu option on the MailCOPA main window and select Register, you will be
presented with a dialog box that already shows the Serial Number. Enter the Registration Key
into its own box, exactly as it was sent to you.

Thank you very much for registering MailCOPA. We are confident it will give you a great deal of
useful service.

IMPORTANT We ask that you please ensure that you safely store the Serial Number and
Registration Key in case you ever have the need to reinstall MailCOPA for any reason. Should
you lose the registration key we will normally provide a replacement free of charge, though in
exceptional circumstances we may make an administration charge.

Should you have questions or problems with the registration, please contact Intervations
Technical Support

2.10.83 Reminders

Diary events can trigger a reminder a specified time before the event.

Messages can also trigger reminders, maybe to remind you to do something relating to this
message.

Accessed from Messages = Flag Messages = Set Reminder The reminder will popup
and allow you to go to the message, or to snooze for a specified period of time.

© 1999 - 2013 Intervations, Inc.



MailCOPA Manual 247

A Reminder field can be added to the Messages List if required, which will show messages
that have reminders attached to them.

2.10.84 Replying
& .
The Reply Editor is opened by pressing the EResly  button in the Main Window or Message
Viewer.

A simple press of this button replies to the sender without including any attachments, but it
also offers a number of alternatives:

e Reply to the sender with or without attachments being retained

e Reply to all on the circulation list (apart from yourself), with or without attachments
being retained

It is possible to compose replies in Plain Text or HTML format.
The Reply Editor is broadly the same as the Compose Editor.
Reply Editor Main Characteristics

The address of the recipient (the original sender) is already entered in the To: field. You may
edit the To: CC: and BCC fields if you wish.

The subject of the original message will be placed in the Subject field with Re: add at the
beginning. Again it may be edited if you wish.

If configured in Configuration =~ Preferences = Messages == Editing, the text of the
original message will be quoted in the editor (with the original sender’'s initials if configured).

A Quote button is available - this will quote the whole of the original message - useful if
you have not configured to quote automatically as above, but wish to on some occasions.
If text was selected in the viewer when you pressed the Reply button, pressing the
Quote button will place the selected text in the Reply Editor at the cursor position. The
key combination (Hot Key) CTRL+Q does the same as pressing the Quote button.

See also this note below.

Viewing the original while replying
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2 Reply To Message - MailCopa List
file Edit View PMessage Table

i e Iy = || & g o % :
spiit | kil Copy  Receipt

Send fow  Send Later  Attachments Saye Quote Sign  Close i
[ To: [madcopa@intervations, com Nbxhnuts{]?nnnSaﬂ
6 cc
(88 Bcc:

Subject: [Ra: [MaICOPA] Hew Releass - MalCOPA Y502 Bata |

Oon Thu, 19 Jul 2007 22:33:13 +0100 was sent the following i
email

* I can no longer compose a message. If [ try, an Ercor message appears
> saying Aan srror was sncouncerd. I have sent the report which presumalyly

|

»BK=- On Thu, 19 Jul Z007 22:33:13 40100 was sent _the following emall
>BE- Weirdly enough, the compose mesaage function 1s working agsin.

Thizs was caused by selacting "My Folders" bhefora composing
the hessage

55 Signature: MSICOPA v FanTest % | From: ashley@pinmood.org.uk w

Pressing the Split button splits the editor (as illustrated above) so that the original, to
which you are replying, can be displayed as well as the reply you are writing. Press the
Split button to show or hide the original.

In the split view, text can be highlighted in the original and then by pressing the Quote
button on the toolbar or using the Hot Key for this (CTRL + Q), the selected text will be
quoted in the reply.

Text in your reply can also be marked as quoted text (using the leading character[s] set
here) using CTRL + ALT + Q

Notes:

If the original message header had different addresses in the From: and Reply-to: fields,
then before this editor fully opens, you will be asked to select which address you wish to
reply to. The first address in the list will be that in the Reply-to: field. Here is an
example:

Select Address

| Select Regly To Address

“Jahn Daoe” <johr@dos. coms
“John Doe” <johri@dos. co,uks

This can be particularly useful with mailing lists, where the usual reply address is the list,
but you wish to send a personal message to the person who wrote the message, rather
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than to the whole list.

Effect of stationery on quoting

If the properties of the folder from which you are replying specify stationery that includes
the quote macro, quoting behaviour is slightly different: the whole message will be
quoted in a reply, unless part of it was selected in the original when the reply editor is
opened, in which case only the selected part will be quoted.

2.10.85 Search a Single Message

The message currently being viewed (including a message you are in the course of writing
yourself) can be searched for a word or phrase.

Select Find from the Viewer/Editor context menu (right-click), or use the HotKey Ctrl + F
Enter the text string to search for: it will be found and highlighted in the Viewer/Editor.

To find the next instance of this string, press F3

2.10.86 Search in Folder(s)

The Search Mail window can be accessed by using the Search button on the main toolbar or
by using the menu options Utilities = Search

This function allows you to quickly and easily find a message within the current user's folders,
based on the presence of word(s) or phrases.

A search can be restricted to the current folder (with or without sub-folders), or all folders.
The speed of a search will depend on the quantity of data you have. If a word is not present
somewhere in the message database, the search will tell you this extremely quickly. If it is
present, the search will take longer as a check is then made for the exact whereabouts of
messages containing the word or phrase.

After mail is collected, the search database will be updated in the background. This may explain
any unexplained activity, which is nothing to be concerned about.

Also, as messages are deleted, entries in the search database related to them will be
gradually purged in the background. Again, you may be aware of background activity, which
should not concern you.

To: From: and CC: entries in the header will be included as well as the Subject:

The following methods are supported all searches are case-insensitive):

Mail will find the word mail.

Mail* will find any any word starting with mail
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Mail???? will find any 8 letter words that start with mail
"Email Client” will find messages that contain the phrase email client

MailCOPA near InterVations will find any message where MailCOPA appears within 8
words of InterVations

AND or NOT modifiers are available. AND is used by default where no operator is give so
email and client is the same as email client. Email OR client will find messages with
email or client in them. Email AND NOT client will find messages with email in them but
without any occurrence of the word client

LIKE modifier will find words that sound like this: for example LIKE their will match their
and there.

Should you have problems with searching, it is possible that your search database needs
cleaning up. The utility for rebuilding the search database is not currently available within
MailCOPA. You will need to contact MailCOPA Support, but please describe fully the
problems you are experiencing so that a decision can be made as to whether the utility is
required, or if there are other possible reasons for your problems.

Once messages have been found, you can list them by different fields by clicking on the
relevant field column header. A second click will reverse the order of sort by that field (eg from
ascending to descending).

Click a HotSpot on the images below for further information:

tiormal Search | Reguiar Expression Search | Additonal Fiters
Text to search for: orade
Searchin: | Message body and Subject

ad = (B From:
And 1‘:' EH_TM

@ Search Ml Folders ) Search Current Folder  ( Search this falder:

From To Subject Date
“Achiey A “<ashisy @ There & a problem with Orade 05/02/2013 15:53:35
“Ashiey & "<ashiay® There s a problem with Orade 050272013 15:53:35
US-CERT . technical-al US-CERT Allert TA13-0324
US-CERT . technical-al US-CERT Mlert TA13-0104] | Yew Message
US-CERT . technical-al US-CERT allert TA12-2404) Locate Message
Seqursa < ashiey Sall Secunia Weekly Summary Mark Theead Unssen
PHP Classes PHP Class ashiey@all [PHP Classes] Added a ne

Mark Seen
|| Show Preview  Dowble cicking result: |Locates message + Mark Unseen
15 matches I
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¥ search Messapes

| Normal Sesrch | Regulsr Expressicn Search | Addtional Fiters |

Fieid Type of match Yalue Yalue
if Kept equals true -

i

() Search Al Folers () Search Current Folder () Search this folder: | “5n 1 | () search previous Resuks

S S ..ﬁ : 5u:.ia|:: m
Deleted [tem US-CERT Techrucal Alerts <technic me-bestiale US-CERT Technical Cyber Security Alert TA10-103E6 -- Crad 13/04/2010 23:14
CERT LIS-CERT Techrizal Alerte <technic tachnical-als LS-CERT Techrical Cyber Security Alert TA1D-1036 -- Orad 13/04/2010 23:14 |
Tniboi US-CERT Techrical Alerts <technic technical-alel US-CERT Technical Cyber Security Alert TRIO-012A -- Ora 12/01[2010 23:04 |
[ ]5how Preview Double licking result: |Locstes message top Search | | Start Search | | Close

3 matchas [ | o

Regular Expressions

This allows you to search for patterns rather than just text strings, and allows the search
of just header or body, see above.

This is a complex subject - for more detailed information do an internet search for it, or
see www.regexbuddy.com/regex.html. Here are some brief details:

foo will only find foo, f* will find such strings as fo, foo, fouks etc

receive[s]|d] will find receives and received.

2.10.87 Searching Mail

There are two different search facilities:

e Search in an individual message (currently being viewed) for a word or phrase: for
details please see here.

e Search a specified folder (or all folders) for messages containing a word or phrase: for
details please see here.
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Security

User Passwords

These should provide reasonable security as proprietary methods are used for storing
them. One user cannot see another's mail. As with all passwords, the longer they are the
more difficult they are to find by trial and error methods. MailCOPA will accept passwords
up to 12 characters.

The usual advice applies of course:

e Do not choose obvious passwords, like family or pet names which might be known to an
intruder.

e Avoid words that can be found in a dictionary, as dictionary searches are a standard
(and relatively quick) way of finding passwords. Combinations of words are usually safe.

Scripts and Attachments.

The HTML editor/viewer used in MailCOPA does not support scripts or ActiveX controls,
and is entirely independent of Internet Explorer, so does not suffer from any of its
security problems.

'Web bugs', where by an image is fetched from the internet, which alerts the sender that
you have viewed the message may be prevented from operating if you have opted not to
display online images in the HTML Preferences or in the Folder Properties.

Security can be breached if a malicious attachment to a message is run, and you should
be be very cautious with any attachments you receive, even those apparently from
impeccable sources (it is possible for messages to be sent on some systems without the
owner's knowledge or consent).

If you have a virus scanner installed, attachments can be quickly and easily scanned from
within MailCOPA (assuming that your virus scanner adds an entry to the context menu in
Windows Explorer). Go to the Attachments Window and right click on the attachment:
select your virus scanner from the context menu, and it will be scanned.

Note that the attachment will be saved to a temporary file for this to be done, but the file
will be deleted when MailCOPA is next closed (it isn't possible for MailCOPA to know when
the virus scanner has finished with it). If you should find a virus in an attachment, it
would be wise to deal with the attachment immediately (delete it or save it in a secure
place if you wish to look at it more closely if you are sure you know what you are
doing) and to close MailCOPA immediately afterwards to wipe the temporary file from your
hard disc.

Note that temporary files cannot be deleted if they are held open by another application:
in the above scenario, they would normally only be held open if you had opened the
temporary file in another piece of software.

Data Security.

Version 11 introduces a new more robust transactional built-in database, which
considerably reduces the chances of data loss. Any changes to the database are
accompanied by a record of those changes. If a problem should occur during the making

© 1999 - 2013 Intervations, Inc.



MailCOPA Manual 253

of the changes, then all changes will automatically be rolled back.

In Version 13 the ability was introduced to use a MySQL database instead of the built-in
database. MySQL is well tried and tested, but it is still important to backup your data. We
do not provide support for the use of a MySQL database.

See also the help page on Deleting Messages.

2.10.89 Sending Attachments

This page deals with the sending of attachments - look here for details of how to work
with attachments you receive.

The Internet mail system can only convey text, it will not convey binary files, such as
images, sound files, word processor files etc unless they are ‘'attached'. For more
information on the technical details of this see here.

¥
If you wish to send one or more such files with an email, press the atatmensts button, and a

dialog will open to allow you to search for and select the required file(s). You can select
as many files as you like at once by the usual Windows method using the SHIFT or
CONTROL keys. If you later want to attach one or more additional files to the same
message, you can repeat the process.

Alternatively, file(s) may also be dragged and dropped from Windows Explorer, onto the
MailCOPA editor window in which you are working.

You can also drag files from Windows Explorer onto the main MailCOPA window, and a
Compose New Editor will be opened, with the file(s) already attached.

It is also possible to drag file(s) onto the MailCOPA button on the Task Bar, but you must
wait for MailCOPA to open up before dragging the file(s) onto the main window.

However you add the files, you will see them listed in the Attachments Pane, to the right
of the address and subject details:

5 2 9 o %
Split Print KillCopy Receipt Close
Attachments || Zp on Send

'Egtrerd.]:-g Ehrt.pg ﬁfp’ih-rﬁp.j:lg

=

(11
.

2 —Q Q@

L

m. Theyra £5

Right-clicking on a file in the Attachments Pane produces a Context Menu with various
options on it, including that of deleting the attachment (removing it from the message).
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For more details of this see here.

You can set MailCOPA to zip all attachments on sending by checking the box above the
attachments pane - all of the files will be placed into a single zip file.

Data and the Internet mail system.

The internet mail system was originally designed only to convey 7-bit data - ie ASCII
codes up to 127. Each character is represented by a number, eg a space is number 32, a
capital A is number 65. Some machines will convey 8-bit data (ANSI codes up to 255 -
used for extended characters such as €, a, 3, © ) but this is not guaranteed, and 8-bit
characters may arrive in a garbled form.

For sending and receiving such characters, MailCOPA supports a standard method called
Quoted-Printable, which converts 8-bit characters to a string of 7-bit characters, which
the receiving software (including MailCOPA) will convert faithfully back to the original 8-bit
characters.

Binary data files can be ‘attached' to a message by converting them into strings of 7-bit
characters by a standard method. This is done transparently by MailCOPA, you don't need
to sit poring over bits and bytes with an abacus!. Again, the receiving software (including
MailCOPA) will translate the 7-bit characters back into the original binary form.

Sharing Folders

Folders can be shared with one or more other MailCOPA Users. This is useful for instance
where several users will be responding to support or sales enquiries.

More details here, on the Folder Properties Page.

Signatures

You can have as many different signature files as you wish, any of which can be used on a
folder-by-folder basis if required by configuring the folder setup via the Folder Properties menu
option.

You do not need to include a signature separator - the standard is '-- ' (dash dash space). This
will automatically be placed at the top of your signature, so that a properly-configured mailer
will not quote anything below it in replies.

The signature separator can be altered by going to Configuration = Preferences =
Signatures, more information here.
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Creating and amending signatures
To edit or add Signature Files use Configuration = Edit Signatures.

Click a hotspot on the image below for further information.

[EE? Edil Sipnatures
ok L

Dafak S [CEFAULT] w
[ tew  [| Deee || see || oofwk [ Beow |[ Qo= |
w Trial viz » B r 0 .. == T Ex A —aT
John WG Srrath
Motarcwie Enlfusiast

TwoD WHEELS GOOD, FOUR WHEELS BAD I
LIsing MailCOP A Email soffware
Db MEilCoRE.Com

2.10.92 Spam

The detailed configuration is accessed from Configure = Preferences = Spam. For more
details see here.

White and Black Lists are accessed from Configure == Edit Spam Filters. For more details
see here.

Spam caught by the measures described below will be placed into the Spam folder - for further
details please see here.

Note that no mail will be lost - if identified as spam it will simply be placed into the Spam
folder, where you can check to confirm that it is indeed not wanted.

The system uses a Bayesian filter. Each message is given a score, based on known
characteristics of good and spam messages. Some of these characteristics are pre-defined, but
the system can learn new characteristics of good and spam messages. These characteristics
may be different for each user, and may change over time. For instance the word 'mortgage’ is
often contained in spam messages, but if you are a financial consultant, it may occur frequently
in good messages.

For each message, the total spam-score calculated. If this exceeds a certain figure, the
message is placed into a special system folder (the Spam folder), otherwise it is allowed to
proceed into the system. The score required to acquire spam status can be varied by the user:

e Block all but whitelist/address books - see below for more detail.

Very Aggressive (Spam Score 4)

Aggressive (Spam Score 5)

Moderate (Spam Score 10)

Weak (Spam Score 20)

Off (no spam checking)
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Block all by whitelist/address books

This is a powerful option but use it carefully. If you receive email almost all from the same
contacts, this will block out spam very successfully, but NOTE that if you receive mail from a
welcome but unknown contact, it will be put into spam, and you may not notice.

It is necessary for the spam filtering system to be taught what are good and bad messages
for you.

So to begin with you need to take a batch of messages which you regard as spam and go to
Message = Spam = Learn as Spam.

Then you should take a batch of messages which you regard as good, and go to Message ==
Spam == Learn as Clean

Perhaps 250 messages of each type will get the system started.

Now, whenever you drag and drop messages into the Spam folder, the anti spam system will
learn a little more about spam messages and will become better at accurately detecting them.

The same applies if you select one or more messages and go to Message Spam Learn as
Spam.

Equally, each time you drag and drop messages out of the Spam folder, or select one or more,
and go to Message = Spam === Learn as Clean, the anti spam system will become better
at accurately determining which are good messages.

If you find you are getting false positives (good messages classified by the system as spam),
then select some good messages (recently received) and go to Message = Spam Learn as
Clean

The anti spam system also makes use of White and Black Lists. If the source address of a
message is on the White List, it will not be classified as spam, whatever its contents. If the
source address of a message is on the Black List, it will be treated as spam regardless of its
contents.

You should be cautious about adding addresses to the Black List - spammers often use other
people's addresses, so you might block mail from someone you know if they are unfortunate
enough to be a victim of this type of thing.

DNSBL
There are a number of organisations that monitor spam and maintain lists of machines
originating spam (a Domain Name Server BlackList) . Checks on these can be a powerful way

of filtering out spam.

If you wish, MailCOPA can check one site (www.spamhaus.org) as part of the spam filtering.
You must be connected to the internet during this process, which may take some time. It is
probably inadvisable to select this option when using Dial Up Networking.

White/Black Lists

The image below is of the Black List tab, the White List tab is identical in layout, so information
about both is included in the popups.
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Black List | wehite List |

Treat mail as spam when the From header contains. .. [ Import ] [ Export ]
Address Cromain
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|[ Add ”update] Delete

[ ik H Cancel ]

The Spam System Folder

All messages identified as spam will be moved to this folder, so that you can check that
no 'good’ mail (false positives) has been accidentally caught - it is most likely that
newsletters and advertising material for which you have signed up will come into this
category, but personal mail might also be caught, until the system learns better.

If a spam message is missed (a false negative), and has found its way into another folder,
then you can simply drag it into the Spam folder - this will help to teach the system more
about spam messages. If you have checked Configuration == Preferences == Spam
== Ask "Add Address to Blacklist” when dragging to the spam folder, then you wiill
be asked whether you wish to add the source address to the blacklist or not. If that
option is not checked, you will not be asked, and the address will not be added to the
blacklist. Blacklists work well for some people, but are not so helpful for others.

If you find a piece of 'good' mail in the Spam folder, simply drag it to any other folder - its
From: address will be added to the white list, and it will help to teach the system more
about good mail.

NOTE that messages caught as spam and placed in the SPAM folder will not have been
used in learning - after checking that they are really spam, it is a good idea to select
some new messages in the SPAM folder, and go to Message == Spam == Learn as
Spam. This is a good idea if you are getting too many false negatives.
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Specialised Mail Collections

Usually mail collections are automated: MailCOPA goes online, sends any mail awaiting
sending, then collects mail for the designated mailboxes, deleting it from the server(s) once it
has safely arrived.

However it is sometimes very useful to be able to see what mail awaits you on the server(s)
and to elect what to do with it (eg download it but leave it on the server, or delete it without
downloading it). This is useful for example in the following situations:

1. You are away from your base, and want to take a quick look at what mail you have without
downloading everything in your mailbox(es).

2. You have a great deal of 'spam' mail, or large files that you want to delete without
downloading, or leave on the server whilst still downloading your important mail. This method
is particularly useful in the event of very large unwanted files in one or more of your mailboxes.

There are two specialised collection methods,

Interactive Mail Download - while online, you can examine the contents of your mailbox(es) and
download and/or delete individual messages immediately. This will be useful where you can
spend time online without incurring large costs.

Get List of Waiting Mail - go online, get a list of mail waiting in your mailbox(es), and hang up.
You can then examine the mail at your leisure, configure what you want to do with each

message, then go online again, and MailCOPA will carry out your instructions quicklly and
efficiently. This will be useful where online time is costly

Stationery

Stationery Templates are very useful for sending standard messages, or including specified
information in messages. They also allow you to include a number of macros for the most
commonly required fields in your replies.

Stationery will be always be offered for new messages or replies if so configured under the
Editing Preferences.

Stationery can also be added or replaced whilst composing a message, from the Message
menu, but NOTE that this will delete all existing text.

To access the Edit Stationery dialog use Configure == Edit Stationery.

Click on a HotSpot on the image below for further information.
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Note that there will be a "Request for Technical Support” (see Technical Support)
template installed, which includes the information Intervations needs to deal with any

problems you may encounter.

Stationery Macros

The Macros button gives access to a menu of macros, which will insert information into
the stationery being edited.

Although in clear text on the menu, they will be inserted in a slightly cryptic form, as
shown above. This is so that MailCOPA will be able to interpret them when loading
stationery, but also because two are configurable, Current Date and Date Message

Sent (Short).

The stationery above would produce the following result with a reply (note it
includes a couple of Commands):
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(1 cc:

|38} BCC: | archive@intervations. co.uk

Subject: | MailCOPA 10,01 Help File

~ T Arial

bser Number: 002
Message Number: 00000017

Saturday, 26 August 2006
Saturday, August 26; Year of our Lord 2006

Help File Office
Intervations UK

Available options are for formatting these dates are:

o d Day of month as digits with no leading zero for single-digit days - eg 1, 2, ...
11, ... 15.

o dd Day of month as digits with leading zero for single-digit days - eg 01, 02, ...
11, ... 15.

° ddd Day of week as a three-letter abbreviation - eg Mon, Tue ... Exactly what is

displayed depends on how your computer's locale is set.

o dddd Day of week as its full name - eg Monday, Tuesday ... Exactly what is
displayed depends on how your computer's locale is set.

o M Month as digits with no leading zero for single-digit months - eg 1, 2, ... 11,
12.

o MM Month as digits with leading zero for single-digit months - eg 01, 02, ... 11, 12

° MMM Month as a three-letter abbreviation - eg Jan, Feb, ... Nov, Dec. Exactly

what is displayed depends on how your computer's locale is set.

o MMMM Month as its full name - eg January, February, ... November, December.
Exactly what is displayed depends on how your computer's locale is set.

o y Year as last two digits, but with no leading zero for years less than 10 - eg 8,
9, ... 12, 15.

o yy Year as last two digits, but with leading zero for years less than 10 - eg 08,
09, ... 12, 15.

° yyyy Year represented by full four digits - eg 2008, 2009, 2212.

o Anything included in single quotes will be quoted directly.

Macro Commands
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These are more powerful than the macros, and enable you to do such things as set the
subject of a message, add a BCC address, set the signature.

Styles

For HTML format messages only, it is possible to set up styles, much as they might be set up in
a word processor. The following can be set:

e Font

e Bold

e Italic

e Underline

e Font Colour

Once created, styles can be selected very quickly by using CTRL+SHIFT+NumberKey, eg
ALT+SHIFT+2 or from a drop-down list.

NOTE that these are TEXT STYLES, and will only apply to selected text, or from the
cursor position when new text is entered if there is no selected text.

Click on a HotSpot on the image below for further information.

Styles [X|

style: | EE A
Fu:nnt:| B Arial v| |12 v|
[Eold [] tealic Cunderine |

Hiok ke i CTRL+SHIFTH1 | [ ]5et as Default
’ A= ] [ Save J ’ Delete ] ’ Close ]

Technical Support

If you cannot find the solution to your problem in this help file, please see the FAQ
pages on our web site (internet link)

If this still does not provide a solution, please make contact, as appropriate, with
our office:
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Email: support@mailcopa.com
We guarantee a response to email support within 2 business days, however our
response times are usually much quicker than this.

Phone: +1 508-833-1660 (11AM to 4PM EST/EDT)

Although we do offer Telephone Support for the MaillCOPA email client we can only do so
when staff are available. This is usually between 11AM and 4PM EST/EDT Monday to
Friday, excluding US public holidays, but this is not always possible.

Our Email Support, where you will speak to our best support specialists, is however
manned 364 days a year for around 15 hours a day. You will generally get a much
faster response and a better answer from our dedicated email support specialists than you
will from telephone support.

If for any reason you are unable to send email you can use the support contact form at:

www.mailcopa.com/support.php

When requesting support please quote the version and date information in the About
window.

Also, please give as much information as possible about how the problem arose (just what
were you doing at the time?) and details of any error messages displayed.

Timed Mail Collections

You can undertake mail collections/sends manually or MailCOPA can be configured to connect
automatically, either at regular intervals (eg 15 minute) or at specified times during the day.

For further details see here.

Toolbars

Main Toolbar

This is displayed near the top of the main window, and sometimes on subsidiary windows,
when applicable.

It is actually composed of two parts:
e The left hand part, which forms the Main Toolbar
e The right hand part, which forms the Quick Viewer Tools

These can each be shown or hidden from the toolbar context menu (see image below).
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They are also moveable by clicking and dragging one of the vertical bars, in the image at the
extreme left, and between 'Connect' and 'Reply’.

Click a HotSpot on the image below for further information.

| o] ] = ity & &8 .. B = 2 g ~  Main Toalbar
Compose Search Previous oo Addresses  Connect . Reply Forward Headers Print  Add Address |~ Quick Viewer Tools
Foldeis T B M Recerved Custom 1
e o 8L meeed Folder Subipct fustomize..

B LI -

Some buttons may be disabled where their function is not applicable to the current situation.
The size of the buttons can be changed from the Customise menu, as can many other aspects.
NOTE that the toolbars are stored locally and will not be available if the same MailCOPA User

logs in from another computer, nor if a different is used on the local machine
(they are stored in HKEY_CURRENT_USER).

Customising the Toolbar

A high degree of customisation can be achieved to suit your own way of working.

Right-click on the toolbar and select Customise from the context menu, or select View =
Toolbars =% Customise

Toolbars | Commands | Optians |

Toolbars:

[¥ Menu [ Mew. . ]

v Main Toolbar

v Guick Viewer Tools [ Rename. .. ]
|

78 st 1

l Delete ]

Reset

Close

Custom Toolbars
It is possible to add your own toolbars, and add various buttons to them.

Once created, the toolbar will be free-floating, but can be dragged anywhere you wish,
including being added to the mail toolbar by dragging and dropping onto it.

The custom toolbar's context menu allows the temporary addition or removal of buttons.
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It is possible to add or remove buttons to/from a custom toolbar. Once the form below is

open, you can:
e Drag buttons off the toolbar

e Drag buttons around within the toolbar

e Add commands from any of the menus onto the toolbar.

| Toalbars ;| il Optiuns-|
Categaries: Commands;
T | o v
< Exit MailCOPa
Edit ‘
Wiew &= Print
Folder
Message % Logout
Ltilities
C L
Configuration '& i
Help % Connect Default
Description

Options

A number of options are available for the display of the toolbar, as shown below:
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2.10.99

12

|

Clic

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

Personalized Menus and Toolbars

[ IMenus show recently used commands First

ke Enll mer e afEer 2chmrk Aalme
noW TUll MenUs areer a short delay

[ Reset my usage data ]

COther
Large icans
Show ToolTips on toolbars
[ 5how shorkcut keys in ToolTips

[
(hone) v

Menu animations:

Close

Tracing Messages

265

It is possible to trace the path messages have taken from their source - right-click on the
Information Panel and select Trace Message from the context menu.

Shows the servers that the message passed through en route and the time in seconds
between each hop. Note. This data can only be accurate if the servers along the route
are 100%b RFC 822 compliant and their clocks are correctly set.

2.10.100 User Details

The User Details Window, accessed from Configuration == User/Account Details,

allows you to create new MailCOPA Users, and set & change their preferences.

When installed, MailCOPA creates a default user called root. The root user is classed as
a Super User, and this will allow access to all areas of MailCOPA. Only Super Users can
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create new users, and alter the configuration for other users.

All MailCOPA User Details will be the same whatever machine that MailCOPA User logs in
from, and whatever the is in use.

Please click on a relevant area of the images below for further information.

= Usars User Details
B ASHLEY Edit dekails For wser
#- debbie z -
= suppart Lizer name: |support [
= Emeal Addresses P AT — [
roobi@abarbon.ong — :
affice@inkervations Real name: lM.alcq_F:j_J._ El.ppurt
office@intervations | | Dafst e-mai address: |support@mailcopa.com w
(= Incorirg Mall Servers -
192, 163,1.2 Phone numbes: |
. [(]Syde outgaing mai gateveays Conretion Log Fle
4 Super User (&) bone e
= Oukgaoing Mal Servers (! [#] Play sound when new mal recetved gxndmmg“:f?. L= im
e
192.168.1.2 [] alow otiver users bo colleck iy mal i
smitp. clara.co.uk [C] Shews mews mail icon iF mail cobected For other users

Smtp. H.nem'dn:r.:nl
Collect miail For other ws
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officeinkervations

affice@intervations |
= Incoming Mall Servers

192.168.1.2

2 Oubgoing Mal Sarvers (!
192.168.1.2
smitp, clara.co,uk
LR, H.nem‘d:r.:nl
Collect mail for athear us

Email Addresses

ou can have mare than one ernall address per emal account. Using this section yvou
can define what real names are tagpged bo emal addresses and which oubgaing mai
sarver should handle mal addressed with each email address

Add New Email Address

serfAccount Details

= Usars
[ ASHLEY
[ debbie
= suppart
(= Emeail Addresses
root@aberton.org

officeiinkervations

afficem@intervations |
= Incoming Mall Servers

192.1658.1.2

= COukgaing Mal Sarvers {‘.I
192.168.1.2

smitp,clara.oo,uk

LD, H.Jermdm.:nl

Collesct mizil For athear us

Email Address

Configure the real name aesoclated with an email address, and which oukgoing mal
server should hande the address

Ernail add-'mr__ﬁfﬁl:'%&'téwat_hﬂ.m.ﬁ:
Feephy to address:
Real Mame: ]ll"u.tew:a'tlu'l'siﬁfﬁcé'ﬂ:lllc].
Dutgoing mail server: .Fel‘..au_lé

DpenPGP Secrel Key | §/MIME Private Key

(=) Do not use OpenPER
) Use key From secret keyring File: _ )

Ottt

Deleke This Address

Lo

J [ gont |
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1= suppart |
(= Emeall Addresses ‘
raati@alierton.org
officegintervations
office@intervations |
= Incoming Mall Servers |
192.168.1.2

2 Gubgaing Mal Sarvers (!
192.168.1.2
smtp, clara.co,uk
smitp blueyender.co|
Collect mail for athar U

< >

|| (3)Do not use SMIME

Email Address

Configure the real name assoclated with an email address, and which outgoing mal
server should hande the address

Emad addvess: office@intervations co.uk
Reply to address:
Real Mame: iﬁ-terw:a.tlnﬁdfﬁcé.@:lk:l-

Qutgoing mail server: EF&T v

OpenPGP Secret Key  5/MIME Private Key

{73 Use key From windows certificate store

3 Use imported certificats

Delete This Address

o J[e==]

serfAccount Details

= Usars
B ASHLEY
¥ debbie
= support
= Email Addresses
roobi@abarbon.ong
office@intervations
office@inkervations |
[Eq Incoming Mall Servers

192.168.1.2

= Oukgaing Mal Sarvers (!
192.168.1.2
smitp,clara.oo,uk
LD, H.nermdn:r.:nl
Codlet mail For ather s

Incoming Mail Servers
MalCOPA can collect from an urfimited number of emal servers regardless of the
by of license you have
[ﬁ.dd Mews Incorning Mal Serser
[ o || comcel
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¥ User/Account Details

supportEnavico &
SUpportEipEngeo
SUPRROrbEr epcc
techificpia.org..
webadio@davon
webedib@srp.on

192, 168,254.2
192.168.254.2
192.168,254.2
192.168.254.2
192, 163.254.2
192.168,254.2
192.163,254.2
= Cukgoing Mal Sarvel
192.168.254.2

W

Incoming Mail Server
Incarring Mall Server Detalls

Server Type: POP3
Host name:| 192, 1682542

User 1D rubbish

v | Pert:[110 % [Reset Defait

Pmd:"'l - |

Envvlope:
[#] Enable collection From this matboz:
[T This server requires & secure connection (S5L)
F#3 Options
[ Laave mail on server
[#]Leave mal on server for: (2 5 ;da','s
Remove from server when deleted
[#] Tgriore duplicate messages
[[]use POP3 Envelope

TMAPS Options

serfAccount Details

= Usars
B ASHLEY
¥ debbie
= support
= Email Addresses

roobi@abarbon.ong
office@intervations
affice@intervations
= Incoming Mail Servers
192.168.1.2
mail. mailcopa, com

S8 Cukgoing Mal Serve
192.168.1.2
smitp,clara.oo,uk
Mp.bl.rem-dn:r.:nl

Codlet mail For ather s

Outgoing Mail Servers

ou can add an unlmnited number of outgoing (SMTP) mal servers. You cantle a
specific emal address b & spedfic server, o you can have MalCOPA cyrele the
oubgoig maf gateveays until one accapts your mal.

Add hew Oubgoing (SMTF) Server

J [ gonce
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serfAccount Details

= Lisars Outgoing Mail Server
# ASHLEY Configure an cutgaing (SMTP) mail server
[+ debbie : :
= support

Host Mame: |smitp.clara, oo, uk
(= Emafl Addresses

root@allerton.org | HEernaie W'M"d}':_
office@inkervations| | paccward (if required): |
affice@intarvations :

= Incoming Mall Servers
192.168.1.2

[ This server requires an S3L connection
mail. maicopa, com

2 Oubgoing Mal Sarvers (!
192,168.1.2

smbp. clara. co; ulk

smitp, bugyonder.co
Collect mail For other s

Delete this server

)

serfAccount Details

= Usars

[ ASHLEY
¥ debbie

= support
= Email Addresses

Colleck Mail For Other Users
IF other wsers have ghwen thelr permission then you can collect ther mail, while

calecting vour mal. You wil ik be sble to s2e their madl unless they have shared
their Folders with you, the mall wil be sent bo their inbox and through their Fiters

root@abarton.ong Md:llBLisers [ iSaie-:l:e-:lU-sars
office@intervations | | |raot | |
affice@intervations
= Incoming Mail Servers
192,168.1.2

mail. mailcopa, com

= Cukgoing Mal Servers (! s

192.168.1.2
smitp.clara,co,uk
smitp, busyonder.co

Collect mail Tor other usy]

Lo J[ con

Host Name

If you are using a POP3 account then you must specify your host server.

eg
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mail.myserver.co.uk. The host can also be specified as an IP Address. eg 192.168.10.1,
though if you are accessing a server on the Internet, it is better to use its name, as its IP
Address might change without warning. Also, the name may relate to a group of machines
which will be accessed differently depending on such things as loading. The name will
always find the server.

Should you need to specify a non-standard port for the host, then it should be added to
the end of the name or IP Address separated by a colon (:) eg mail.myhost.com:999 or
192.168.10.1:999

Envelope

Mail originally addressed to several different addresses (sometimes through mail aliases)
may end up in the same POP3 mailbox, and this "envelope line" can indicate the original
address for which a message was intended, and thus the MailCOPA user to which you
want it directed.

Several formats exist, such as:

Delivered-To: fred@somewhere.com
Envelope-To: fred@somewhere.com
X-Envelope: fred@somewhere.com

If messages you receive contain such header lines, insert the version that occurs in
messages that you wish to be passed directly to this mailbox.

If this field is left empty, this facility will be ignored.

2.10.101 User Logins

Under Windows 2000, XP, 2003 Server and Vista, a distinction must be made between
, and MailCOPA Users:

A MailCOPA User is a name used only within MailCOPA itself: it has no connection with
Windows Users.

MailCOPA Users cannot see each other's mail, and for the most part have separate
configurations under MailCOPA. MailCOPA users can log in from any MailCOPA client
installation that has access to the MailCOPA server.

A is the term applied to the name under which you login to Windows.
Some can have administrative privileges, enabling them to make certain
critical changes to the setup of the machine, including the ability to install (or uninstall)
software. Other users may not have such privileges, and this will restrict their activities.

Under the above operating systems, you should install MailCOPA as an Administrator.

It will then be available to all users, who can (if they are a MailCOPA Superuser) create
or delete MailCOPA users, and change MailCOPA users' configurations.
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2.10.102 Using the Help File

This Help File can be accessed in various ways:
1. From the MailCOPA Help menu

2. By pressing F1 the Help File will open at a page relevant to the part of MailCOPA with which
you are working - Context Sensitive Help

Menu Options are shown in the following way:
File =& Print - This means select the File menu, then the Print Option.

Most of the images have Hot Spots which, when clicked, provide a popup with further

information - look for the mouse pointer to change to the Link form:

I |
Clicking on this image ‘3 will also reveal a popup with additional information.
2.10.103 Utilities

The more robust database used from version 11 means that few utilities are needed.
Should you believe that you have suffered from data corruption (which we believe will be very
rare), please contact MailCOPA Support giving as many details of your problem as possible. It

may be necessary for you to send your data to us for examination and repair - there is an easy
mechanism for this.

Recount Unseen Messages

A running count is kept of Unseen messages for each folder. Very occasionally the count
against one or more folders may become incorrect, and this facility will quickly correct this - it
clears the running count and gets an up-to-date and correct count from the database.

Perform Mail Purge

Performs an immediate Mail Purge, using the settings configured in the Mail Purging window, as
amended by the Folders Properties settings.

Search

Please see the page devoted to this subject for further information.
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2.10.104 Viewers

MailCOPA includes two viewers for messages:

The Quick Viewer (see here for more details), which forms part of the Main Window, unless
you have configured MailCOPA to hide this viewer in the General Preferences.

The Main Viewer, which forms a separate window for viewing a message. Multiple
windows can be opened for different messages and placed anywhere you want on your
display. The last instance of the Main Viewer to be closed will remember its position on
the display, and new instances will be placed in this position.

2.10.105 Welcome

This Help File (V 13.01) was compiled on Tuesday, April 16, 2013 15:33
Welcome to MailCOPA, a professional, multi-user email client that is compatible with
Microsoft XP, Server 2003, Vista, Server 2008, Windows 7, Server 2008 R2, Windows 8
and Server 2012
MailCOPA has been designed to be as intuitive as possible, but if in doubt, right-click in an
area of the screen and you will usually get a context menu with options relevant to the
context.

This help file contains information about every area of MailCOPA:

1.Press F1 at any time for context-sensitive help.

2. Select a page from the Table of Contents, to the left.

3. Search for a word or phrase from the search tab to the left.

4. Click on a Hot Spot on an image in the help file for popup help on a control
Menu Options are shown like this: File = Connect

Go to the Introduction.

Go to the Credits page.
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2.10.106 W.izards

These will lead you, step-by-step through some common tasks, to make them simpler for you.
The following are available:

e Add User with unique properties

e Add New Mail Account

e Copy a User - all of the properties of the original user will be duplicated.

e Import Mail Messages or Email Addresses

e Multi-Machine Data Sharing - to connect a client installation to the main server.

e Export Mail Messages to text files - eml or mbx format.
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Static IP Address 100, 219
Stationery 88, 258

Style 261

Support 12, 261

System Tray 220
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Templates 88, 258

Text 221
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Timed Collections 102, 262
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Toolbars 108, 262
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UCE 105, 240, 255
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Updates 134
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Utilities 114, 272
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