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Introduction to Email

Use the Email program to create, send, receive and manage email, fax and SMS (Short Message
Service) messages.
You can prepare, read and reply to messages on your netpad while on the move, then when you are
ready, connect to a phone line to transfer your messages. You do not need to be connected to your
Internet account to prepare, read and respond to messages — connect when you want to send or
receive messages.

 Displaying on-line help
To display on-line help, select the Help on Email option from the Tools menu in the Folders view.

What types of message can I use?
You can communicate by any of these methods:

• Email:  you can send and receive messages by email provided that you have an email or
Internet account, and a modem connected to a telephone line. To send a message by email, you
need to know the email address of those you want to communicate with.

• Fax:  you can send messages to either a fax machine or another Psion machine that has the
Email program installed and is connected to a phone line with a modem. To send someone a fax,
you need to know the fax number, including relevant dialling codes.

• SMS:  if you have a mobile phone supported by Email, and an account with a mobile phone
network which provides SMS facilities, you can send short text messages to other mobile phones.
For a list of the phones your version of Email supports, check www.psion.com/mobile.

Note: If your mobile phone supports IrDA (infrared) you can use it without the need for additional
cables.
For information on setting up your netpad for Email, see the ‘Setting Up for the Internet and Email’
document.

Do I need to be connected to start the Email program?
You don’t need to be connected to prepare and store messages. You can send them the next time you
can access a modem and telephone line.
When you are connected, you can move or copy email messages from a remote mailbox to the Local
Inbox. After they have been moved or copied, you can read messages, and prepare to forward and
reply to messages without being connected. Any messages you reply to or forward can be sent when
you connect again.
While connected, you can send any faxes you have prepared. You can send all the faxes in the Outbox
or you can send individual faxes. You can also receive faxes on your netpad, either from another
person or by dialling a faxback service.

 Important
Before you can connect using the Email program, use the Control panel to enter the setup information required to
transfer messages. Refer to the ‘Setting up for the Internet and Email’ document for details.

Starting Email
To start Email:
• Tap the Email icon and Email opens with the Folders view.
After you have finished using the Email program, close it by selecting the Close command on the
File menu in the Folders view.

Folders in Email
When you first open Email, you see the Folders view, which displays your mailboxes, folders and
messages. The Local folders (on the left) are stored on your netpad, so you can create and view
messages in these folders when you aren’t connected.

When you have set up an email account, a Remote’ mailbox  is displayed (with the name you gave
your account) below the Local folders. When you connect, you can transfer (or ‘download’) incoming
messages from your Remote mailbox to the Local folders on your netpad.
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The following Local folders are displayed:

Inbox: contains messages you have transferred them from your Remote mailbox.

Outbox: contains outgoing messages, which you can send when you next connect.

Draft: contains unfinished messages that you are still writing.

Sent: contains copies of messages that you have sent.

You can use Local folders in the same way as you use folders in the System screen:
· You can create a new folder by tapping the New button on the Toolbar and selecting Folder, or by

using the Create New Folder command on the File menu.
· You can move and copy messages between folders by using the commands on the Edit menu.

Moving between folders
To move to a different folder:
• Tap on the Local folder you want to open to select it, then tap on it again.
• Use the arrow keys to move around, and press Tab or Enter to open and close folders.

 Changing the folder
If you have turned the Folder list off, you can also change folder by tapping the Folder  button in the Title bar
to display a list of folders with the current folder highlighted. Tap on the folder you want to open.

Views in Email
There are three different views in Email:
• Folders view: this is the view you see when you first start Email. It contains a summary of

messages you have either created yourself, or those you’ve received, stored in the relevant folder.
The summary information tells you the type of message, the sender or recipient of the message,
the subject, the date on which it was last edited or sent and the size of the message.
Note:The actual size of faxes in the Outbox is only displayed after they have been sent, previewed
or the cover sheet has been printed.

• Email, Fax and SMS ‘message editors’: where you prepare your messages, which you can then
either send when you next connect, or save as draft messages to work on later. The Editor view is
opened when you tap New on the Toolbar and select a message type, select one of the Create
new… commands on the Message menu, or open a message from the Draft or Outbox folder.

• Email, Fax and SMS ‘message viewers’: where you can read the email and fax messages you
have received. The viewers are opened when you open a message in the Inbox or Sent folder.

Local folders Connection status

Remote mailbox Email messages

Message
attachment
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Creating a new email
You can create a new email at any time, even if you are not connected to your email or Internet
account.
Then save the email message, either in the Draft folder (if you want to edit it again later), or in the
Outbox folder (if you want to send it when you next connect).
To create a new email:
1. Select one of the following:

• Tap the New button on the Toolbar, and select the Email command
• Select the Create new email command on the Message menu.

The ‘message editor’ opens, ready for you to start writing a new message.
2. Enter the address of the recipients of your message on the following lines:

• To: the address of the main recipient(s) of the email.
• CC: the address of any other people you want to send a ‘carbon copy’ of the email.
• BCC: the address of anyone you want to send a ‘blind carbon copy’. Other recipients of the

email will not be aware that those in the ‘BCC’ address line have received a copy.
If you want to enter more than one address in any of the address lines, press Enter between them.
This will insert a semicolon to mark the end of one address and the start of the next.

To insert an address from Contacts in any of the above lines, tap the Address button on the Toolbar.
3. Type in the title of your message on the Subject line.
4. Type in your message text.

 Copying and pasting text
You can use the commands from the Edit menu, e.g. Copy and Paste, while writing the message. You can also
spell check the email, and count the number of words, using the commands on the Tools menu.
5. You can send files with your email, e.g. a Word or Sheet document, by adding them as

“attachments”. To do this, tap the Attachments button on the Toolbar and select Add. See
‘Attaching files to emails’ later.

 Can I include text formatting or pictures in a message?
No. You can only use plain unformatted text in email messages, but you can attach files to the email
containing formatted text and pictures.
6. Save your email, either to the Outbox or as a draft. See ‘Saving unfinished emails as drafts’.

Attaching files to emails
You can send files on your netpad, e.g. Word documents, to other people by attaching them to an
email message.
To attach a file to a message:

Message editor
dialog Message text

Recipients Priority
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1. Tap the New button on the Toolbar and select Email.
2. Enter the addresses of the recipients, the message subject and text.
3. Tap the Attachments button on the Toolbar and select Add.

4. Choose the file you want to send with your message and tap OK or press Enter. You can repeat
this process as many times as you like.

5. When you have finished your message, select Save to outbox on the Done cascade on the File
menu.

To remove an attachment you have added, select the file and use Delete on the Attachments menu.

Saving unfinished emails as drafts
If you don’t have time to finish a message, you can save it as a draft. Drafts are stored in the Draft
folder in the Folders view.
Messages stored in the Draft folder are not sent when you connect to your mailboxes. You can open
draft messages again, and edit the text of the message as many times as necessary.
After you have finished the message and want to send it, you need to move the message into the
Outbox. The message will be sent the next time you connect to your Internet account and choose to
send email messages.
· To save a message as a draft: tap the Save as draft button on the Toolbar, or select the command

from the File menu.
· To edit a draft email: highlight the message in the Draft folder and tap on it or press Enter.
· To save a draft message to the Outbox: highlight the message in the Draft folder, then tap the

Save to outbox button on the Toolbar, or use the Done (save to outbox) command on the File
menu. You are asked whether you want to remove the message from the Draft folder. Tap Yes to
move the message to the Outbox, or No to move the message to the Outbox and keep a copy in
the Draft folder.

To reject changes to a message, and return to the copy previously stored in the Draft folder:
• Select Cancel, lose changes from the File menu in the Email editor.

Connecting and sending email
When you’re ready to connect and send mail, make sure all the messages you want to send are in the
Outbox folder.
Note: Make sure that your mobile phone or modem is connected to your netpad.

If you have more than one Internet account, enter the settings for each account in the Internet section of
the Control panel. When you want to send email, select Email on the Add new account cascade from
the Tools menu to enter the settings for the email account you want to use.

1. Move to the Outbox folder and tap the Send button on the Toolbar, or select the Send from
outbox command from the Transfer menu.

2. Select one of the following:
• All to send all the messages in the Outbox,
• Selected to send just the highlighted messages, or
• Email to send all the emails in the Outbox.

Attached file Attached file size



Email User Manual 5

If you have many different types of messages in the Outbox, including fax and SMS messages,
selecting All will result in a number of connections being made.

3. If you are not connected to the Internet, you will see a dialog showing details of the connection
your netpad will use. Make sure these settings are correct and tap OK. The connection will be
made and the messages sent.
If you are already connected, or you removed the tick from the Show connection dialog box in
the Internet section of the Control panel, the dialog isn’t displayed.

If you don’t want messages to be sent automatically when you connect, select Account settings from the
Tools menu and then the name of your account. Then, remove the tick from the Auto send on opening
box (not available for all mailbox types) on the Outgoing page.

The progress bar at the top of the screen shows the state of the connection. When the emails have been
sent, a dialog shows the number of messages sent and the number that could not be sent. Emails that
were successfully sent are moved to the Sent folder; messages that couldn’t be sent remain in the
Outbox and are displayed in italics.

You can cancel the message transfer by selecting Stop from the File menu.

 Important
You should delete messages that you no longer require from the Sent folder, to avoid running out of memory on
your machine.

While sending, you can still continue to do other work, e.g. prepare other messages.

Connecting and receiving email
In order to receive email, you need to open your Remote mailbox. Opening your mailbox allows you to
view a list of messages waiting for you and choose which ones you want to download to your netpad.
To connect and receive your email:
1. Ensure that your netpad is connected to the modem and phone line and ready to connect to your

Internet account.
2. Tap Open mailbox on the Toolbar, or select Open on the Transfer menu and select the name of

the mailbox you want to open.
3. If you are not connected to the Internet, you will see a dialog showing details of the connection

your netpad will use. Make sure these settings are correct and tap OK.
The progress bar in the Title bar indicates the current status of the connection.
A summary of all the messages contained in your Remote mailbox is displayed, not just those
received since the last time you connected. New messages are shown in bold.

4. To select the messages you want to move or copy to your Local Inbox:
• Use the Select all command from the Edit menu to select all the messages.
• Hold down Ctrl and tap on individual messages you want.

5. Once you’ve selected one or more messages, you can:
• Copy the messages to your Local Inbox by tapping the Copy (inbox) button on the Toolbar,

or selecting Copy to inbox from the Transfer menu.
• Move the messages to the Local Inbox by selecting the Move to inbox command from the

Transfer menu.

If you move messages from your Remote mailbox, the only copies of these messages will be in the
Local Inbox on your netpad. If you want to access messages in your Remote mailbox from a different
computer, you should copy them to your Local Inbox.

• Delete highlighted messages by selecting the Delete command from the Edit menu or
pressing the Del key.

 Important:
If you delete messages in the Remote mailbox, they cannot be retrieved from either your netpad or Remote
mailbox, unless you copied them to the Local Inbox first.
While downloading message summaries, copying or moving messages to the Local Inbox, or deleting
messages in your Remote mailbox, the status indicator in the Title bar indicates the number of
messages being handled and the progress. While receiving messages, you can continue to use your
netpad.
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Closing your Remote mailbox
When you have finished transferring email between your netpad and the Remote mailbox, you need to
close the mailbox.
To close a remote mailbox:
• Tap Close mailbox on the Toolbar, or select Close on the Transfer menu, and then the name of

the mailbox you want to close.

Disconnecting from the Internet
The message ‘Connected to Internet’ will be displayed in the Title bar if you are connected to the
Internet. Closing the connection also closes any link to the Internet made using Opera.
To disconnect from the Internet:

Important:
You should close any remote mailboxes you have open before disconnecting from the Internet.
• Select Disconnect from Internet on the File menu.

Viewing an email
The messages you transfer from your Remote mailbox to the Local Inbox are displayed as a list of

message summaries. Unread messages are displayed in bold. A paperclip  indicates that the
message has an attachment.
To open a message:
1. In the Inbox folder, highlight the message you want to read and tap on it or press Enter.
2. Once you have finished reading the message you can:

• Reply to, or forward, the message by using the Reply/f’ward button on the Toolbar.
• Return to the Folders view by selecting the Close message command from the File menu.
• Delete the message highlighted in the Folders view by pressing the Del key.

Replying to an email
You can respond to an email while reading it, or from the Folders view. You can address the response
to:
• The Sender: to reply to just the sender of the original email.
• All addressees: to reply to all those who received the original email.
1. Tap the Reply/f’ward button on the Toolbar, highlight the message you want to reply to in the

Folders view and select Sender or All addressees on the Reply to cascade from the Message
menu, (or open the message and use the commands from the File menu).

2. Type in your reply to the email. The text of the original email is retained, with a line to separate
the original from the reply.

You can choose whether the original text is retained when you reply to a message by changing the editor
preferences. To do this, select Editor preferences from the Tools menu in the message editor.

3. You can:
• Tap the Save to outbox on the Done cascade from the File menu to put the message in the

Outbox folder, ready to send the next time you connect.

Header separator
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• Tap the Save as draft button on the Toolbar to put the message in the Draft folder, if the
message isn’t ready to send yet.

• Select Cancel, lose changes from the File menu if you want to cancel the reply.

Forwarding an email
You can forward an email you received (send it on to someone else), adding a comment, if required.
You can forward emails from the Folders view, or while reading the email.
1. Tap the Reply/f’ward button on the Toolbar, highlight the email you want to forward in the

Folders view and select Forward from the Message menu, (or open the message and select the
command from the File menu).

2. Enter the addressees to whom you want to forward the message.
3. Enter any comment or additional information you want to add.
4. You can:

• Tap the Save to outbox on the Done cascade from the File menu to put the message in the
Outbox folder, ready to send the next time you connect.

• Tap the Save as draft button on the Toolbar to put the message in the Draft folder, if the
message isn’t ready to send yet.

Select Cancel, lose changes from the File menu if you want to cancel forwarding the message.

Receiving messages with attachments
You can receive email messages with attached files and read them on your netpad. Messages in your

Local Inbox that contain attached files are indicated by a paperclip  icon.
To view or save an attachment:
1. Open the message with the attached file you want to view.
2. Select the attachment, then tap on it again or tap the Attachments button:

· Select Open to view the attachment
· Select Save as and give the file a name and location and tap OK.

Viewing Microsoft Word documents
You can view plain text versions of Microsoft Word documents that you have received via email.
To view documents:
1. Select the Microsoft Word document in the Attachments line. The document should have a

‘.doc’ filename extension.
2. Tap on the attachment again to open it.
When you view a Microsoft Word document, it is converted to plain text and displayed as a read-only
file. To edit the file, you need to save a copy of the document as a Word file.
To do this:
1. Select Save as on the More cascade from the File menu while viewing the document.
2. Enter the name and location for the new file and tap OK. You can then edit the file.

The plain text version of the Microsoft Word document may not contain information present in the
original file, such as text formatting and tables. It is a good idea to save a copy of the Microsoft Word
files you receive, so that you can view them later on your PC or your netpad by using PsiWin.

If you try to open a Microsoft Word file and see the message ‘Cannot open this type of file’, the file
might have been saved as a Microsoft Word 6.0/95 file by Microsoft Word 97. In some cases, doing
this creates a file in a format that the Word viewer can’t read. You should ask the person who sent you
the document to send you a normal Word 97 file.

You can view plain text versions of documents created in Microsoft Word 6.0, Word 95 and Word 97.

You can also open plain text versions of Microsoft Word documents from the System screen.
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Collecting and sending mail with multiple accounts
If you have more than one email account, you can add the settings for your additional accounts and
collect and send from all of them with Email.

Setting up multiple email accounts
To add additional email accounts:
• Use Email on the Add new accounts cascade from the Tools menu. For each new account you

add, a new mailbox will appear in the Folder list.
You should set up one of your mail accounts to act as your ‘default account’, from which all new
emails you create will be sent unless you specify otherwise.
To choose your default account:
1. Select Account settings on the Tools menu, followed by the name of the email account you use

the most.
2. Tick the Set as default account box. Tap OK.
When you create a new email message, it will use the details of your default account. See ‘Choosing
the account a message will be sent from’ for details of how to change the account used for an
individual outgoing message.

Choosing the account a message will be sent from
You can choose the account that will be used for sending an email message.
To set the account:
• While editing the message, use Send message via account on the Tools menu and select the

account you want to use.

Collecting mail from different mailboxes
To collect mail from a mailbox:
1. Tap Open mailbox on the Toolbar, then select the mailbox you want to collect mail from.
2. Email will open the mailbox for that account, dialling out if no connection is already established.

Use the Copy - inbox button on the Toolbar to copy the messages you want to your machine.
3. Select Close mailbox on the Toolbar to close the mailbox when you are finished.
You can open more than one of your Remote mailboxes at the same time. Mailboxes that are open are
indicated with an open mailbox icon in the Folder list.

Creating, sending & receiving faxes

Entering fax settings
Before sending faxes, you need to set up some details.
To enter your fax settings:
1. Select Fax on the Account settings cascade from the Tools menu.

2. On the Details page, use the Fax number and Your name lines to enter your personal details.
Enter the:
• Fax number: This is normally the phone number where you can receive faxes, i.e. your

private fax machine, one you have access to (e.g. the fax machine in your office), or the
number of the phone line your netpad is connected to. This number will be printed on the top
of faxes you send.

You can only enter ‘+’, space, and digits ‘0’-’9’ in the Fax Number line.
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• Your name: Enter the name you want to be printed at the top of the faxes you send.
• Preferred resolution: This is normally set to fine. This is the resolution you will send faxes

in and would prefer to receive faxes in. Change this to normal if you want to reduce the size
of the fax, or if the fax machine you are sending to can only receive normal faxes.

• Show connection dialog: Remove the tick from this box if you don’t want to display the
Connection dialog each time you send a fax.

3. On the Modem page, enter the following details:

• Max. fax speed: If you have problems sending or receiving faxes because of a poor quality
phone connection, you can lower this value.

• Faxback delay: Enter the number of seconds that you want the modem to wait after dialling
a faxback number before it expects the fax to be sent.

The standard settings on the Modem page are designed to work with most setups, so you may want to
leave them as they are.

4. Tap OK.
For more details, see the information on setting up for connection to the Internet in the Setting up for
the Internet manual on the CD ROM.

Preparing a fax
You can prepare a fax message in Email or you can prepare a fax in any program on your netpad from
which you can print (e.g. Word, Sheet and Sketch), then add the cover sheet in Email.

Writing a fax in the Email program
1. Tap the New button on the Toolbar and select the Fax command, or select Create new fax from

the Message menu.
2. Enter the fax number, the recipient’s name and subject, then write the fax.

For more information about entering fax numbers refer to the ‘Entering the fax number’ section.
3. After you have written the fax, tap Save to outbox on the Done cascade from the File menu to

queue the fax for sending, or Save as draft to save it as a draft.

To check the layout of your fax before sending it, tap the Preview button on the Toolbar. If you are in
the Folders view, select the fax, then use Preview fax on the Message menu.

You can use the commands on the Insert and Text menus while creating your fax to add objects from
other programs and format your message.

Writing a fax in another program
You can create faxes from documents you have produced in other programs on your netpad. When
you choose to send that document by fax, you need to address the fax and write a cover sheet in Email,
then fax both the cover sheet and document together.
To prepare a fax:
1. Open the file you want to send as a fax.
2. Select the Print command on the Printing cascade from the File menu.
3. Tap the Printer button, change the printer to ‘Fax’ and tap OK.
4. Tap the Print button to start preparing the fax.
5. After you tap Print, the fax will be created and Email will open for you to enter the fax number

and write the cover sheet.
6. After you have entered the details, tap Save to outbox on the Toolbar to queue the fax for

sending, or Save as draft to save it as a draft.
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Entering the fax number
You need to enter the number of the fax machine you want to dial and the name of the recipient in
these lines:
• Fax number: the number of the fax machine, using the Country, Area and Number prompts.

If you only enter a number in one of these prompts, it is taken as the local number and not the
international dialling code.

• To: the name of the recipient of the fax.

You can copy a fax number from another file on your netpad, for example a Data file, and paste it into
the Fax number line in the Fax editor.

Sending faxes
To send the faxes you have put in the Outbox:
1. Make sure your netpad and modem or phone are set up and ready to connect.
2. Tap Send on the Toolbar, or select Send from outbox on the Transfer menu, and select:

• Fax: if you have one or more faxes in the Outbox and want to send all of them in turn.
• Selected: if you have highlighted the specific fax you want to send in the Outbox.
• All: if you have more than one type of message in the Outbox and want to send all of them.

You can cancel a fax transfer at any point by selecting Stop from the File menu.

 Important:
If you encounter difficulties trying to send or receive a fax, change the ‘fax class’ or reduce the speed at which
the fax is sent. To change the fax class, open the Modems section of the Control panel in the System screen.
Select your Current modem, tap the Edit button and change the Fax class on the Modem page. To change the
speed at which the fax is sent, open the Folders view in Email and select Fax on the Account settings cascade
from the Tools menu. Move to the Modem page and reduce the Max. fax speed.

Online sending of faxes
If you have to makes calls via a switchboard, and don’t have a dial-out code, then you may need to
send the fax after establishing a voice call. In this case, you’ll need to connect your modem and a
phone to the same phone line using a ‘Telephone Socket Doubler’, then:
1. Select the fax you want to send in the Outbox.
2. Set up a connection to the destination using a phone.

• If you are connecting to a fax machine, wait until you hear the fax machine answer with a
series of high pitched tones and then select Send fax immediately on the Fax cascade from
the Transfer menu.

• If you are connecting to another phone, tell the person at the other end to press the ‘Start’
button on their fax machine and then select Send fax immediately on the Fax cascade from
the Transfer menu.

3. Unless you removed the tick from the Show connection dialog box in the Fax settings dialog,
you’ll see a connection dialog. This displays the modem you’re using. Tap OK to confirm that the
modem is correct and send the fax.

4. When you see the message “Connecting to fax machine”, replace the phone handset.

It is not possible to send faxes immediately if you are connecting via a mobile phone.

Receiving faxes
There are three ways to receive a fax:
• Waiting to receive a fax: Email answers the incoming fax call, and then receives the fax.
• Online receiving: you set up a connection using a phone, and then instruct Email to receive the

fax.
• Dial faxback service, or dialling a fax poll: you dial the number of a faxback service and you’re

automatically sent a fax in return.

It is not possible to use faxback services if you are connecting via a mobile phone.
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Waiting to receive a fax
1. Select Wait for call on the Fax cascade from the Transfer menu.
2. Unless you removed the tick from the Show connection dialog box in the Fax settings dialog,

you’ll see a connection dialog. This displays the modem or phone you’re using. Tap OK and wait
for the fax.

You can leave your netpad unattended to wait for an incoming fax. When an incoming fax is detected,
Email answers the call and receives the fax. Only the first fax call will be answered.
If your modem and phone are connected to the same line, the phone may ring once or twice before
Email answers it.

If you are receiving the fax on a mobile phone, make sure the number you give the sender is your “fax”
number, not your “voice” number. Contact your phone network operator if you are unsure about this.

Online receiving
In this case, you’ll need to connect your modem and a phone to the same phone line using a
Telephone Socket Doubler.
1. Set up a connection to the destination using a phone.
2. Tell the person at the other end to press the ‘Start’ button on their fax machine and then select

Receive fax immediately on the Fax cascade from the Transfer menu.
3. Unless you removed the tick from the Show connection dialog box in the Fax settings dialog,

you’ll see a connection dialog. This displays the modem you’re using. Tap OK to confirm that the
modem is correct, and wait for the fax.

4. When you see the message “Connecting to fax machine”, replace the phone handset.

It is not possible to use online receiving of faxes if you are connecting via a mobile phone. Instead, give
the sender your “fax” number, then follow the ‘Waiting to receive a fax’ instructions above.

Dial faxback service
1. Select Dial faxback on the Fax cascade from the Transfer menu.
2. Enter the number of the faxback service in the Faxback dialog and tap the Dial button.
3. Unless you removed the tick from the Show connection dialog box in the Fax settings dialog,

you’ll see a connection dialog. This displays the fax number, your current location and the
modem you’re using. Tap OK to confirm the settings and wait for the fax.
After a few seconds the fax will be received.

Some similar services may specify that you need to set your machine to dial a fax poll. In this
case, follow the steps above using the Dial fax poll on the Fax cascade from the Transfer
menu.

If this is unsuccessful, it could be that the faxback service has an initial ‘dialogue’ which allows you to
select the fax you want to receive. Try making the connection with a phone, and then receive the fax
while online.

Viewing a fax
To view a fax in one of the local folders, highlight it in the Folders view, then tap on it or press Enter.
Use the arrow keys to move around the fax and use the zoom commands and the Fax display
commands on the View menu to manipulate the fax on the screen.
To move between pages of a fax use the Prev page and Next page buttons on the Toolbar.

Forwarding a fax
You can forward a fax you received to someone else, adding a new cover sheet.
1.  You can use the Reply/f’ward button on the Toolbar, highlight the fax you want to forward in the

Folders view and select Forward from the Message menu, or open the fax and select the
command from the File menu

2. You can now enter the fax number and other details, and forward the fax in the same way you’d
forward an email. See ‘Forwarding an email’ for more information.

Resending a fax
Once you’ve sent a fax, it’s moved to the Sent folder until you delete it. You can resend a fax from
this folder.
To resend a fax:
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1. Open the Sent folder and highlight the fax you want to resend.
2. Use the Copy and Paste commands on the Edit menu to copy the message and paste it into the

Outbox.
3. Send the fax from the Outbox as normal.

Creating, sending & receiving SMS messages

Entering SMS settings
SMS messaging allows you to send and receive short messages between mobile phones. You can use
Email to create these messages, then send them via your phone.
Before sending SMS messages, check the following:
1. Check that your phone is set up to send and receive SMS messages. You will be able to find out

how to do this by consulting your phone manual, phone dealer or network operator.
2. Ensure Infrared is active on your phone (your phone manual will tell you how to do this) and that

the Infrared ports of your phone and your netpad are aligned.
3. Open Email and select SMS on the Account settings cascade from the Tools menu.
4. On the Details page, select the type of phone you use in the Mobile phone line.
5. Make sure your mobile phone and netpad are ready to communicate, then move to the Advanced

page and tap Edit on the Edit service centre address line.

The “Contacting phone” messages flashes while the netpad establishes a communications with
your phone. The Service centre address dialog is then displayed.

6. If the Service centre address dialog is empty, you will have to enter the address manually. To do
this, read the address from your phone (your phone manual will tell you how to do this) and type
the number in. Otherwise, tap OK.

You are now ready to send SMS messages via your phone.

To add a new mobile phone-modem to the list in the Mobile phone line on the Details page, tap New
in the Modems section of the Control panel. Set the Modem type on the Advanced page to Mobile.

Advanced SMS settings
The SMS settings dialog provides some optional controls for sending SMS messages on the
Advanced page:
• Character set: if you need to use a different character set, select it here.
• Messages remain valid for: determines the period during which the network will attempt to re-

send the message if the phone you are sending to cannot be reached.
• Edit service centre address: if you want to change the number of the SMS service centre you

use, tap this button, making sure your phone and netpad are ready to communicate with each
other (the service centre address is retrieved from the phone).

Writing and sending SMS messages
To write an SMS message:
1. Tap the New button on the Toolbar and select SMS, or select Create new SMS on the

Message menu.
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2. Type the number of the phone you are sending the message to in the To: line, then enter the text
of your message.

3. When you have finished, tap Save to outbox on the Done cascade from the File menu, or Save
as draft on the Toolbar.

To send SMS messages:
1. Make sure your phone and netpad are set up and ready to communicate. If you are using an

Infrared mobile phone, make sure its Infrared port is active. Your phone manual will tell you how
to do this.

2. Tap Send on the Toolbar, or select Send from outbox on the Transfer menu, then select:
• SMS: to send all the SMS messages in the Outbox.
• All: to send all messages of all types in the Outbox.
• Selected: to send the message(s) highlighted in the Outbox.

Getting SMS messages from your phone
If you have received and written SMS messages on your phone, you can move them to your netpad in
order to read them on a larger screen.
To do this:
1. Make sure your phone and netpad are set up and ready to communicate. If you are using an

Infrared mobile phone, make sure its Infrared port is active. Your phone manual will tell you how
to do this.

2. Select Synchronise with phone on the SMS cascade from the Transfer menu. Messages you
have received will be moved to your Inbox, while messages you have sent will be copied to the
Sent folder.

Managing messages
This section describes how to manage the number of messages stored on your machine by deleting
messages you no longer need, or printing copies of messages. It also explains how to change the way
messages are displayed in the Folders view.

Deleting messages
To reduce the number of messages and save memory on your machine, you can delete them. If you
think you may need the message in future, print a copy before deleting.

Fax messages can be very large, so to save memory, keep the number to a minimum.
To delete one or more messages:
• Select the messages you want to remove, then use the Del key.

To select a number of messages, hold down Ctrl while you tap each message in turn.

Printing messages
You can print an email or fax if it’s selected in the Folders view or if you are editing or viewing the
message.

 Important
If you have set the printer to Fax, you’ll need to change this to another printer before you can print email or fax
messages.
To print a copy of the message:
1. Select the message in the Folders view.
2. Select the Print command on the Printing cascade from the File menu to print the message.
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• Use the Page setup command to control the page size, margins, headers, footers and page
numbering.

• Use the Print setup command to set the number of copies and select the printer to be used.
• Use the Print preview command to display pages showing how the printed copy will look.

Printing faxes
If you print a fax from either the Inbox or Sent folder, or a fax with attachments from the Draft or Outbox folder,
the fax is printed as it would appear on a fax machine. Any settings including margins, headers and footers are
ignored. The fax is printed to the page size you select.

Storing messages in folders
You can create new folders in the Folder list to help sort your messages.
To create a new folder:
• Select the folder in the Folder list that you want the new folder to be inside, then use Create new

folder on the File menu.
To move messages to a folder:
• Select the messages you want to move, then use the Cut (move) command on the Edit menu. Tap

on the folder you want to move the messages to, then use the Paste command on the Edit menu.
Your messages will appear in the new folder.

To rename a folder:
• Select the folder you want to rename, then use Rename folder on the File menu.
To delete a folder:
• Select the folder you want to delete, then press the Del key or use Delete on the Edit menu.

Important:
Deleting a folder also removes any messages or folders that it contains.

Changing the display of message summaries
You can change the way that your messages are displayed in the Folders view by changing the column
width or the sort order. The column title that is currently used to sort messages has an arrow. The
arrow indicates whether the messages are sorted in ascending or descending order.
To change the column width:
• Tap on the line between two column titles and drag the line to change the width.

You can set the column widths exactly by selecting the Preferences command from the Tools menu.
Enter the width of each column by the number of characters.

To change the sort order:
• Tap on the column title to reverse the sort order for the list.

You can also set the sort order, using the Sort command on the Tools menu.

Changing the screen display
Email has a number of options for changing the way information is displayed in order to increase the
screen area:
To change the size of information on screen:
• Use Zoom in and Zoom out on the View menu, or the Zoom icon on the Toolbar.
To show and hide the Toolbar:
• Use the Show toolbar command on the View menu.

The Toolbar buttons change if you are writing or reading a message.
To show and hide the Title bar:
• Use the Show title bar command on the View menu.
To show or hide the Folder list:
• Use the Show list of folders command on the View menu.


