AMOS Mail survival guide
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The AMOS Mail program (right) has two main parts.
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The folder tree.
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The message list.

Each folder contains messages.  Initially, there are four folders: 

1. The Inbox holds all messages you have received.

2. The Sentbox, contains all messages you have sent.

3. The Workbox, holds messages you have written but not yet sent.

4. The Waste basket holds messages you have erased from other folders.

To view the messages in a folder, click on the folder with the mouse.  This changes the folders appearance to resemble an open folder (like “Inbox” in the figure above).

The message list has one row for each message in the open folder.
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To read a message
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Open the folder that contains the message.  In the message list, point to the message with the mouse, and double click.
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The program window now changes into message mode (right).

1. The address field lists the sender, and all recipients for this message
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The text area contains the message text.
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The attachment area contains all file attachments for the message.  To view an attachment, point to it and double click with the mouse.  To save the attachment to the harddrive, point to it with the mouse and click right mouse button.  This brings up a popup-menu, where you can select option “Save as…”.

4. Click on the reply button to reply to the message.

5. Click on the close button to close the message and go back to the message list.

To send a message

Click either the new message button in the upper left corner in message/folder mode, or the reply button in message mode.  This switches AMOS Mail into compose mode (right).

1. Type the message text into the text area, and a message subject into the subject field. 

2. Click the address button to open the address book and add a recipient.  See “The address book” below for information on how to use the address book.

3. Click the attach button to add a file attachment.

4. Click the send button to send the message.

5. Click the close button to close the message without sending it.  AMOS Mail will ask whether you want to discard the message or store it in the work box.

The address book

The address book (right) is used to select recipients for a message.  It is activated by pressing the address book button in compose mode. 

1. Use the directory list to switch between the different directories.  See “Adding an address” below for more on directories.

2. Select a recipient from the directory recipients list.

3. Use the To, Cc, or Bcc buttons to add the selected recipient to the message.

4. The message recipients list shows the recipients that are already selected.

5. The message recipients modification buttons are used to modify the message recipients list, and it’s individual entries.

6. The directory recipients modification buttons are used to modify the directory recipient’s list, and it’s individual entries.

7. Press the Close button to close the address book.

Directories

There are several directories available to pick addresses from:

	Everyone
	All mailboxes on your server.
	Private
	Your private recipients.

	Global
	Mailboxes on your server and all connected AMOS Mail servers.
	Findlist
	Recipients matching your last search in the address book.

	History
	The last recipients you sent to.
	Other lists
	The AMOS Mail administrator can add other directories that are shared between groups of users.


Adding an address

To add an address to a directory’s recipients list, press the new button. 

This brings up the address detail window (right), where the address details are specified.

1. Use the directory list to select which directory to place the new address in.  Only the directories you are allowed to change are listed here.

2. Use the template list to select an icon for the address in the directory recipients list.

3. Type in the recipient’s name in the name field.
4. Type in the recipient’s address in the address field.

Address formats

These are the most common types of AMOS Mail addresses:

	Type
	Format
	Example

	Internet
	<Internet address>@SMT
	“Bill.Gates@Microsoft.com@SMT”

	Fax
	<Fax number>@FAX
	“+4767525553@FAX”

	Telex
	<Telex number>@TLX
	“12345@TLX”

	AMOS Mail
	<Mailbox ID>[@<Remote PO>]
	“MASTER”, “ADMIN@OFFICE”


Tracking message status

The message list in the sent box displays a small icon to the left of each message.  This icon shows the delivery status of the message.

1. A checkmark signifyes the message has been delivered to all recipients.

2. An hourglass means the message has still not reached (all) it’s recipient(s).

3. A stop sign symbolises the message could not be delivered to one or more recipients.

To see the delivery status of each individual recipient, open the message.  Now, the same icons shows the delivery status of each recipient.

If delivery to a recipient has failed, you can modify this single address and send the message again.  To do this, press the address button to open the address book.  Select the address in the message recipients list in the address book, and click the update button.

Note: This does not resend the message to other recipients than the one who failed.

Connecting to the hub

Open the Window menu, and select item SendQue.

AMOS Mail now switches to send que mode (right).   In this mode, the window is divided into three parts.

1. The activity log.

2. The message que.

3. The transfer statistics.

The activity log displays brief messages about what AMOS Mail is doing.  The message que lists all messages that waits to be delivered to the hub.  The transfer statistics window shows performance statistics when  a connection is established.

To create a connection and transfer messages, click the Dial button.  This brings up the dial remote post office window (right). 
1. Select the modem/satellite terminal you want to use from the device list.

2. Select which AMOS Mail server to connect to from the remote post office list.

Note: Only full license AMOS Mail installations offers the possibility to have connections to multiple AMOS Mail servers.
3. Select the phone number to dial from the phone number list.

4. Select regional settings from the dial using list.

5. Click the connect button.
AMOS Mail will now connect to the hub, upload any queued messages, and download messages waiting at the hub.
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