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�About this Guide

The Calypso Quick Guide describes how to install Calypso on your computer and explains basic concepts about the program. Calypso contains extensive online Help (see “� REF _Ref379776943 \* MERGEFORMAT �Getting Help�” on page � PAGEREF _Ref380400907 �3-14�) or you can get a complete printed guide by contacting MCS (see “� REF _Ref380465994 \* MERGEFORMAT �Contact Information�” on page � PAGEREF _Ref380466014 �4-1�).

Chapter Overview

The following overview describes the chapters contained in the Calypso Quick Guide.

Chapter One, “Welcome,” introduces Calypso, discusses electronic mail, and notes system requirements.

Chapter Two, “Installation,” explains how to download Calypso from the World Wide Web, or install Calypso from a disk or CD-ROM.

Chapter Three, “Calypso Concepts,” discusses major features including mailboxes, accounts, and sending, receiving, or deleting mail.

Chapter Four, “Contact Information,” helps you to contact MCS.

��Welcome

Welcome to Calypso, an all-new electronic mail system from MCS designed to make exchanging electronic messages across the Internet fast and convenient. 

Electronic mail, also known as e-mail, is becoming a necessary part of the way we communicate. Privately, as well as in business, e-mail sends ideas and information around the world quickly and efficiently. Calypso’s innovative approach to e-mail gives you the ability to manage several e-mail accounts easily, without having to check each account separately.

How Does It All Work?

E-mail on the Internet uses an internationally accepted set of protocols. These protocols, or rules, control the movement of electronic messages around the world. When you send an e-mail message on the Internet your computer transmits the message to an Internet mail server using the Simple Mail Transport Protocol (SMTP). The message you send will include the e-mail address of the recipient. The SMTP server uses this address to locate the recipient and send the message to the Post Office Protocol (POP) server responsible for the recipient’s e-mail account.

The message waits on the POP server until the recipient’s computer requests final delivery. It is common for people knowledgeable about Internet mail to use the terminology SMTP server and POP3 server (POP3 is the third version of the Post Office Protocol).

For an Internet mail system to function, the Calypso Setup wizard will need to know your e-mail address and the addresses of the SMTP and POP3 servers assigned to your e-mail account. The wizard will supply default answers for some of the data needed. In most cases, these defaults will be adequate and you can click Next. If you need to change these fields, your e-mail administrator or Internet service provider can help.

System Requirements

Windows 95 or Windows NT 4.0. 

6 MB disk space. 

At least one Internet e-mail account. 

Calypso was developed using the latest 32-bit technologies for Windows 95 and Windows NT environments. Calypso is compatible with industry standards such as POP3, IMAP4, and SMTP, and easily communicates with other existing Internet mail systems around the world. 



��Installation

Calypso can be installed from the following formats:

World Wide Web

3.5” diskette

CD-ROM

Follow the instructions for the format from which you are installing.

Downloading Calypso from the World Wide Web� XE “Install:Downloading Calypso from the World Wide Web” �

You may download a copy of Calypso from the MCS Web site.

The Web site is located at http://www.mcsdallas.com and contains instructions about downloading.

See “� REF _Ref380477171 \* MERGEFORMAT �Contact Information�” on page � PAGEREF _Ref380477172 �4-1� for information about purchasing Calypso.

Note: Refer to “� REF _Ref380913930 \* MERGEFORMAT �Installing from a Disk�” on page � PAGEREF _Ref380913930 �2-2�� \Relate "50403-1.doc!825", "^34Installing from a Disk^34" \D2HTargetDefault � for instructions about the Setup wizard.

Installing from a Disk� XE “Install:Installing from a Disk” �

Start Microsoft Windows.

Assuming A is your floppy drive, insert the disk in drive A.

In Windows 95 or Windows NT, click Start, then Run.

In the Run dialog box type a:\setup and press Enter. The Setup wizard starts.

After reading the Welcome screen, click Next.

Read the license agreement and if you accept the terms of the agreement, click Next.

In the Information panel, type your name and your organization’s name, then click Next.

Note: Calypso associates the name you enter with your e-mail address and supplies it in the From field of all messages sent. This value can be changed in the Account Status tab located in Account Properties.

In the Select Application Folder panel, type the drive letter and directory in which you want the application files to be copied. Calypso provides a default drive for you or you can use the Browse button. Click Next.

In the Program Icon Folder panel, type the name of the folder where Setup can create the Calypso program. Calypso provides a default folder for you or you can use the Browse button. Click Next.

At the Ready panel, click Back to review your settings or click Next to continue.

Click Close to quit setup.

Installing from a CD-ROM� XE “Install:Installing from a CD-ROM” �

The CD will auto-run after you place it in the player, or to install:

Click Start, then click Run.

Assuming your CD is drive D, type d:\setup then click OK.

Follow the wizard’s instructions to install Calypso and create a mailbox.

Note: Refer to “� REF _Ref380914084 \* MERGEFORMAT �Installing from a Disk�” on page � PAGEREF _Ref380913930 �2-2�� \Relate "50403-1.doc!825", "^34Installing from a Disk^34" \D2HTargetDefault � for instructions about the Setup wizard.

Activation Codes� XE “Activation Codes” �

MCS requires valid activation codes for all of its software. If your software has not been activated, you will be prompted to set the activation code when you start Calypso for the first time. 

For more information, find “Activation Codes” in the online Help.

��Calypso Concepts

Mailboxes� XE “Mailboxes” �

Calypso organizes e-mail messages and information into a collection of folders called a mailbox. You can create more than one mailbox, each with its own password, to allow different users to share the same computer. Each mailbox can manage multiple e-mail accounts, and you can have more than one mailbox open at a time.

Every mailbox is displayed in its own window. You can resize the window, open and close it, and move it around the desktop when working with other windows. Any action you take with one mailbox, such as opening or closing, will have no effect on any other open mailbox. 

A mailbox has a set of default folders which organize your accounts, messages, addresses, and other files. You can add folders or customize a mailbox as needed. The Mailbox view (see page � PAGEREF _Ref387031119 �3-3�) is the primary screen through which you will gain access to your folders and messages.

QuickStart

To create additional mailboxes, click New in the Mailbox menu. 

Right-click items in the mailbox folder list and summary list to see available shortcut menus.

Accounts� XE “Accounts” �

Having multiple e-mail accounts used to mean checking each account separately, but Calypso consolidates all accounts and messages into a single structure called a mailbox. This feature allows you to check multiple e-mail accounts simultaneously. 

The term “account” refers to your e-mail account or e-mail address. For example, if your e-mail address was sam@net.net, then Calypso would use that address as your account. 

E-mail accounts are defined with the help of a wizard and are stored in the Accounts folder. Additional accounts can be added to the mailbox at any time. 

Each account will have a unique name and may have different settings called properties. The properties for an account affect how mail is sent, how messages are deleted and what options are active. 

When you have multiple accounts in a mailbox, be sure to note which one you are using to compose messages. Also, remember that a filter, auto-response, or signature that is active for one account is not active for any other account unless you modify Account Properties for those accounts.

QuickStart

To change the settings for an account, use the Properties tabs. Double-click an account in the summary list to open Account Properties.

Views

Mailbox View� XE “Views:Mailbox View” �

Mailbox view is the primary screen you see when working in Calypso. Through this screen you will use menus, the toolbar, the mailbox folder list, the summary list, and the preview box. 

In Mailbox view, the accounts and folders within a mailbox are set up as a hierarchy, or tree. The root of the tree is the mailbox itself. The branches of the tree consist of Calypso's default folders and any folders you create. This part of Mailbox view can be referred to as the "mailbox folder list."

Details about the contents of a folder are displayed on the right side of Mailbox view in a list referred to as the "summary list." The contents of the summary list change based on the active folder. Click a folder to open it and have its contents displayed in the summary list.

At the bottom of Mailbox view, the "preview box" displays the contents of an item in the summary list. Click an item in the summary list to see its contents in the preview box.

The contents of the Mailbox view change depending on which folder is open. Click the 'What's This?' icon � �PRIVATE  SRC="whatsthisbmp.JPG"� MACROBUTTON HtmlResImg �INCLUDEPICTURE "C:/TEMP/wia13e/whatsthisbmp.bmp" \* MERGEFORMAT ���� to activate context sensitive Help while in Mailbox view.�
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Figure � STYLEREF 1 \n �3�-� SEQ Figure \* ARABIC \r 1 �1�. Mailbox View

�Message View� XE “Views:Message View” �

Message view is the screen you will see when you double-click a message in the summary list. Message view gives more complete information about a message than the preview box does. For example, you can choose to see the entire message header, or see who received copies of the message.
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Figure � STYLEREF 1 \n �3�-� SEQ Figure \* ARABIC �2�. Message View

�Compose View� XE “Views:Compose View” �

Compose view is the screen you will use to compose a message.
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Figure � STYLEREF 1 \n �3�-� SEQ Figure \* ARABIC �3�. Compose View

Sending Mail� XE “Sending Mail” �

Sending and receiving messages is what e-mail is all about. Messages you send are either ones you have composed or ones you have received and wish to reply to, forward on, or redirect to someone else.

QuickStart

To compose a message, click the Compose icon �.

To reply to a message, click the message in the summary list, then click the Reply icon � or the Reply to All icon �.

To forward a message, click the message in the summary list, then click the Forward icon �.

To redirect a message, click the message in the summary list, then click the Redirect icon �.

Receiving Mail� XE “Receiving Mail” �

Each Calypso mailbox will contain one or more e-mail accounts. When you retrieve mail from the incoming mail server, by default all messages are put into the Received Mail folder in the Calypso mailbox, regardless of how many accounts are in the mailbox.

By default, Calypso checks for new mail every five minutes. You can adjust this setting or choose to manually check for mail from the Mailbox Status tab in Mailbox Properties.

Note: A “!” by a folder indicates that you have unread mail in that folder or one of its subfolders.

QuickStart

Right-click a message in the summary list to see a shortcut menu.

Double-click a message in the summary list to read it in Message view. 

Click a message in the summary list to read it in the preview box.

Double-click a hot link to connect to an e-mail or Web address.

Address Book� XE “Address Book” �

The Address Book is used to supply addresses for messages you intend to send. Calypso provides a standard address book where you can store e-mail addresses, phone numbers, conventional mail addresses, and other information. You can add individual addresses, create address groups, define mail templates and bulk mail entries, and import addresses from other e-mail programs.

Address Book Subfolders

Individual addresses can be combined into Groups. For example, Sam may want to create different groups of addresses for his job. He could create a group for accounting, a group for marketing, and a group for personnel. Groups can be used in the Mail Template feature.

A Mail Template assists you with routine mailings. For example, Sam Clark routinely sends the accounting department a report of this month’s sales. He sends the marketing department a copy of the report.

Sam could create a mail template with the e-mail addresses of the accounting department in the To field and the e-mail addresses of the marketing department in the Copy field.

Bulk mail, like a mail template, gives you an easy way to mail a message to several people at the same time. Addresses for a bulk mail file are stored as an ASCII text file on your computer. When you create this file, the file should contain only e-mail addresses separated by a delimiter. Calypso bulk mail supports two kinds of delimiters: commas and return key.

In the comma-delimited format, each e-mail address is separated by a comma. Any space after a comma will be ignored. For example:

sam@net.net,tina@work.com,betty@univ.edu,bob@work.com

In the return key-delimited format, each line of the file contains only one e-mail address. Press Enter after each address. For example:

sam@net.net (

tina@work.com (

betty@univ.edu (

bob@work.com (

Note: A “(” indicates a return. This character will not appear in your file.

QuickStart

Double-click Address Book in the mailbox folder list to see the Address Book subfolders. Right-click Address Book to see a shortcut menu.

Click Address Book in the mailbox folder list to see every individual address entry displayed in the summary list. 

Click Bulk Mail in the mailbox folder list to see each bulk mail entry displayed in the summary list. Right-click Bulk Mail to see a shortcut menu.

Click Mail Template in the mailbox folder list to see each mail template entry displayed in the summary list. Right-click Mail Template to see a shortcut menu.

Click a group in the mailbox folder list to see its entries displayed in the summary list. Right-click the group in the mailbox folder list to see a shortcut menu. To create a group, right-click Address Book.

Double-click an item in the summary list to display its properties.

To import an address book or file from another e-mail program, click Address Book, then Import in the Mailbox menu.

Auto-Response� XE "Auto-Response" �

Auto-responses can be used when you are not able to respond to incoming mail but would like the sender to know the message was received and will be acknowledged later. When an e-mail arrives, Calypso will automatically send an auto-response. For example, auto-response could be used when you are on vacation. The message might say:

“Hello, I received your message and wanted to let you know that I am on vacation now, planning to return on March 17. I will respond to your message when I return.”

For every account in your mailbox, the Auto-response folder will have a subfolder. The subfolder will have the same name as an account. This subfolder lists who received your auto-response for that account. Click the subfolder to display the list in the summary list.

You must leave your computer and Calypso running so incoming messages can be received and the auto-response message sent. Calypso will send only one auto-response to an e-mail address, regardless of how many messages you receive from that address. If you want to erase the list of people who received an auto-response, you can do so in Account Properties.

In Account Properties, click Reset in the Auto-response tab to erase the list. A second auto-response will be sent if Calypso receives a new message. 

Note: Be sure to sign off from any e-mail lists you subscribe to so that an auto-response message is not sent to members of the list.

QuickStart

Right-click Auto-response in the mailbox folder list to compose a new auto-response.

Filter Definitions� XE "Filter Definitions" �

Filter definitions direct incoming and outgoing messages to a specified folder or person. This feature is useful if you send or receive many e-mail messages and want to organize them automatically.

A filter definition is made up of filter rules. A filter rule identifies a pattern that Calypso will look for in a message header and directs matching messages to a folder or person you specify. 

For example, Sam Clark wants all his incoming university mail placed in a folder labeled “School.” Sam would create a filter rule that looks for “university” in the From field of incoming messages. When Calypso finds a match, the message is placed in the School folder. 

You can create as many filter rules as needed to sort your messages. The order of the filter rules within the definition determines which actions are accepted first. 

Only one filter definition can be active for an account. Each account in your mailbox can have a different active filter, or you can activate the same filter definition for several accounts. 

QuickStart

Right-click Filter in the mailbox folder list to create a new filter definition.

Signatures� XE "Signatures" �

A signature is a saved block of text that you can attach as the closing to an outgoing message. It can consist of your name, your title, your professional affiliation, or any other information you want to include. All signatures you create in a mailbox will be available to each account in that mailbox.

QuickStart

Right-click Signature in the mailbox folder list to create a new signature.

Wastebasket� XE “Deleting Mail” �� XE “Wastebasket” �

When you delete a message from a folder, you should be aware of the implications related to the Internet mail server and Calypso. There are two things to consider:

Is the message still on the Internet mail server?

Will the deleted message be moved to the Wastebasket folder?

By default, a copy of your message is left on the mail server after you retrieve it and deleted messages are moved to the Wastebasket folder where they remain until you empty it. Calypso automatically deletes the message from the server when you empty the Wastebasket.

You can remove messages from the mail server by using the Delete from Mail Server Now or Mark to Delete from Mail Server commands.

To change the default settings, modify the Incoming Mail tab in Account Properties or the Wastebasket tab in Mailbox Properties. Refer to the online Help for more information.

QuickStart

To delete a message, click it in the summary list, then click the Delete icon �.

To empty the Wastebasket folder, click the Empty icon � in Mailbox view toolbar.

Getting Help

Comprehensive online Help is available through the Help menu or through the ‘What’s This?’ icon �.

Online Help Options� XE “Help:Online Help Options” �� XE “Online Help Options” �

Help Menu — Calypso Guide�Click this option to display the comprehensive Calypso Guide or to find a specific topic.��‘What’s This?’ ��Click the ‘What’s This?’ icon to activate context-sensitive Help. Guide the ‘What’s This?’ pointer to the item you want more information about, then click the item to read a short summary.��Technical Support Information� XE “Help:Technical Support Information” �� XE “Technical Support Information” �

If you have trouble installing, configuring, or using Calypso, please refer to the Calypso Frequently Asked Questions (FAQ) file on the MCS World Wide Web site. The address is:

http://www.mcsdallas.com

The FAQ file includes troubleshooting information as well as common problems other users have experienced while working with Calypso. If you cannot find help in the FAQ file, send an e-mail to:

calypso-support@mcsdallas.com

A technical support engineer will contact you in a timely manner.

For technical support by phone, call (972) 659-1514. Telephone technical support is available Monday through Friday, 9:00 a.m. to 5:00 p.m., Central Standard Time (excluding holidays).

��Contact Information

For further information about Calypso or other MCS products, contact your reseller or MCS Sales.

USA

Micro Computer Systems, Inc.

2300 Valley View Lane, Suite 800

Irving, Texas 75062

Telephone:	972-659-1514

Fax:		972-659-1624

E-mail:		calypso@mcsdallas.com

Europe

Micro Computer Systems, Inc.

Zeppelinstraße 73

D-81669

München, Germany

Telephone:	+49.(0)89.4 58 35430

Fax:		+49.(0)89.4 48 88 96

E-mail:		verac@mcsdallas.com
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Mailbox View Menus

The menus help you use Calypso's features.



Mailbox View Toolbar

The toolbar helps you select functions quickly.



Status Bar

This bar lists the meanings of commands, icons, and options in Calypso. The boxes on the right show how many items are in the open folder, how many have not been opened, and if an auto-response is active for an account.



Preview Box

This area displays a preview of a selected item in the summary list. Double-click an item in the summary list to open it.



Details

This field displays connection and status information while Calypso communicates with the mail server.



Mailbox Folder List

This area contains all the default and custom folders for the mailbox. Click a folder to see its contents in the summary list.



Summary List

This area displays the contents of the open folder. Click an item in the summary list to see a preview of its contents in the preview box. The contents of the summary list will change depending on which folder is open.



Message View Toolbar

The toolbar helps you select functions quickly.



Message View Menus

The menus help you use Calypso's features.



Message Browse. Click Previous to see the previous message in the summary list. Click Next to see the next message in the summary list.



Message Body

This area displays the text of the received message.



Message Options

Select the check boxes if you want to see the full mail header or if you want to schedule the message to be deleted the next time Calypso connects to the server.



Message Headers

The headers help you identify who sent the message, who received a copy of the message, what the message is about, and when it was sent.



Compose View Menus

The menus help you use Calypso's features.



Compose View Toolbar

The toolbar helps you select functions quickly.



Compose Options

You can see a list of available signatures by clicking the down arrow. Select the View Signature check box to see the signature in Compose view. Select the other check boxes if you want to receive a return receipt or if you want to use the Blind Send feature.



Message Header

The outgoing message header consists of the account used to send the message, the recipient's name or e-mail address, the name or e-mail address of a person to whom a copy of the message is to be sent, the name or e-mail address of any blind copy recipient, and the subject of the message.



Message Body

Type the text of your message in this area.



Signature Text

This area displays the contents of the active signature if the View Signature box is selected.








