Pinelnstructions

Accessing
Email Server - axe.humboldt.edu



Typeinyour login ID (your initids with a number assgned to you by the university) and
password (5-8 characters with an uppercase or number, nornEnglish word) as shown below.
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To activate your account, change your password, or if you don't
remember your login-id or password, press the enter or return key at the

“login:* prompt and follow the instructions.
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login: jood24
Password: (2-8 characters with an uppercase or number, non-english ward)

After logging on type pine at the axe prompt as shown below.
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is now available via the web.

If you need assistance contact the Student Help Desk: 826-HELP{4357),
helpRaxe.humboldt.edu, or http://www.humboldt.edu/~help

Looking for information on HSUs Central Computing Services?
All of this and more:
http:/fwww. humboldt.edu/~cats

#it This is a reminder that e-mail should not be considered a secure form
of communications --- you should assume that anything you send wvia
the e-mail system has the potential of being read by individuals
other than those to whom you addressed your message. Hever send
confidential personal information via e-mail.

For general help with basic commands, enter:
unix_help

>»»>»HOTICE: Telnetting into chat or game sites is PROHIBITED?<<<{<<{<

Tired of pine? Try HSU's webmail at [N (=] Jur bl R TTTU Tl ks | oiy=gi |l

You have mail.

axe » ping = ——— At the prompt type pine




Main Menu

NOTE: At any time, after logging in if you have any questionsyou can typea‘? (shift + /) to accessthe
online Pine Help. You can aso pressthe letter 'm' to take you back to the MAIN MENU.
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PINE 4.18 HAIN HMEHU Folder: IHBOX 1 Message

Io Mavigate: (the mouse does not work)

Use the up and down arrow keys or the Keyboard Shortcut Letter.

keyhoard
Shortcuts Cammand Description Command Definition
? HELP - Get help using Pine
C COMPOSE MESSAGE - Compose and send/post a message
I MESSAGE INDER - Uiew messages in current folder
The black bar
— FOLDER LIST - Select a folder OR news group to view
indicates your selection
A ADDRESS BOOK - Update address book
5 SETUP - Configure Pine Options
0 QuIT - Leave the Pine program

Copyright 1989-1999_. PIHE is a trademark of the University of Washington.
Folder "IHBOXR'" opened with 1 message

Help W PrevCmd 4 RelMotes
OTHER CHDS B [ListFldrs] HextCmd i KBLock
Checking Mail

1.To read messages, from the MAIN MENU pressthe L key or arrow to “FOLDER LIST”. You will see
the word MAIL asin the following screen. Press Enter.
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PIHE 4.18 COLLECTIOHN LIST Folder: IHBOX 1 Hessage

The bottom of each screen contains keyboard command
Press Enter shortcuts and the name of the action the command performs.

anyour selection
Mailjl
Local folders in mail/

Hews on news.calstate.edu/nntp
Hews groups on news.calstate.edu/nntp

Keytboard
A shortouts™,

I

b
Help i Main HMenu PrevCltn PrevPage
DTrEH CHDS p [Uiew ClEn] HextCltn 4 NextPage [[ Wherels

Cormmand action name ’|‘




3. Mail will take you to your "FOLDER LIST" where you can press Enter on INBOX to view any new
messages.

_-__.l Telnet - axe_humboldt_edu M= B
Connect  Edit Terminal | Help

PIME 4.18 FOLDER LIST Folder: THBOX 3 HMessages

Local folders in mail/

Fress Enter on
I I —=—ME O o
read new mail

ALL of folder 1list
Help i ClctnList PrevFldyr g PrevPage Add Rename
OTHER CHDS pJ [View Fldr] HextFldyr il HextPage Delete Wherels

4. Usethe arrow keysto scroll through the message headers. Press the ENTER key when the message
you want to read is highlighted.

(The size of each message is contained in parentheses right before the subject of the message (e.g., in the screen above,
thefirst messageis 731 bytes; the second message is 884 bytes). If you see the letter K after the number (e.g., 438K), then
thefileis 438 Kilobytes. These are large files and could send you over quota. If you have no messagesin your “INBOX”
folder, you will see “No Messages” displayed in the upper-right corner of the screen.)
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PINE 4.108 HESSAGE IHDEX Folder: IHBOS Hessage 2 of 2 HEW
Indicates a Date the message hessage
Mew message  was received SifE

+ 1 Jul Help Desk (731)
+ H 2 Aug 2 Help Desk (884 Sample Hessage

Mumeric Yho the Message
rmessage listing rmessage is from subject

1 message expunged from folder "IHBOX'
E Help W FldrList y Preubisg m PrevPage (] Delete ﬁ Reply
F

OTHER CHDS j [Uieuwtsg] Hexthsq Hijs HextPage (] Undelete Forward




Composing Messages
1. Pressthe C key to sdlect “COMPOSE MESSAGE.” Y ou should see a screen Smilar to the following:
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PIMNE 4.18 COMPOSE MESSAGE Folder: THBOX 2 Hessages

) Type inthe email address or Use the hickname!
of & person in your address book,

To -Whoyou want to sent a message TO
Cc sCarbon Copy a message to another address oryourself
Attchmnt ot (Cirl+) 0 add 2 file a5 an attachment

Subject :The subiect of wvour message

Type the body of your message here. Some editing commands include *k (ot + k) to cut an entire ling

i :
and *U (ctrl + U to paste the last ling cut, To Postpone writing a message

until another time use *o (cirl + o)

Get Help @& Send Read File Prev Pg Cut Te;ix‘“ﬂ Postpone
Cancel B Justify Where is Hext Pg UnCut Textgll]l To Spell

2. The cursor will beinthe“To:” fidd. Type the email address of the person to whom you are sending
the message. If you have addresses in your AddressBook you can use the nickname you chose for the
individud. If theindividud is a sudent/staff/faculty member and has an HSU email account on
Humboldt’s central email server (axe.humboldt.edu), you only need to type their login ID and press
the ENTER key. Pinefillsin the full addressfor the login ID you typed. Y ou can use this fegture to
verify you' ve typed the email address you intended. If the person does not have an HSU assigned
account, you must type the entire email address. Some examplesincude:
personsuserid@hotmail.com, or userid@stateuniversity.edu, or userid@aol.com, or
gylvester@aol.com

3. Pressthe ENTER key.

4. The next two fidds in the header are optiona--you can fill them in if you choose “Cc:” Send a copy
of the message to someone dse “Attchmnt.” Attach afile (text or binary) to your message

5. Inthe“Subject:.” fidd, type a brief title describing your message

6. Pressthe ENTER key.

7. Pressthe DOWN ARROW key or the ENTER key to move the cursor below the *----- Message Text--
---" line. Type your message. Y ou do not need to press the ENTER key when the text reaches the
right-hand side of the screen. The text will wrap around to the next line autometicaly.

8. The options available while you compose a message are shown across the bottom of the screen. To
use one of these options, you must hold down the CONTROL key. (Ctrl key and press the indicated
letter key.) The ” character represents the CONTROL key. For example, to cancel the message you
are writing, press the Ctrl-C key combination (“C on the screen).

After you compose amessage, you can choose to send it, postponeit, or cancd it.

Send The Message

Hold down the Cirl key and pressthe X key (*X). Y ou will see the following program prompt:
Send message? Pressthe'Y key to send the message or the N key to continue composing the message.

Postpone The Message

Hold down the Ctrl key and press the O key (*O). Y ou will see the following program message:
[Composition postponed. Select Compose to resume.]



To contunue composing your postponed message, press the C key. Y ou will see the following program
prompt: Continue postponed composition (answering “No” won't erase it)? PresstheY key to
continue composing the message or pressthe N key to siop composing the message..

Note: If you want to compose a new message while you have a postponed message, pressthe N key.
When you start a new message, the postponed message will be saved in afolder caled * postponed-
msgs,” which isautomaticaly crested by the Pine Mall program.

Cancel The Message

Hold down the Citrl key and pressthe C key (*C). Y ou will see the following program prompt:

Cancd message (answering “Yes’ will abandon your mail message)?

To cancel the message, pressthe’Y key. To continue composing the message, pressthe N key.

Note: If you pressthe Y key in response to the cancel prompt, you will not be able to return to your
cancelled message.

Y ou will seethe following program message: [Message cancelled and copied to “dead.letter” file]. This
fileis created automaticaly by the Fine Mall program.

Other Commands
© o dudify (NJ): thiswill bring digointed sentences and words together as one paragraph.

To Spdl (*T): thiswill Spell Check your document.
Prev Pg/Next Pg (*Y/"U): thiswill move you from page to page.
Cut Text ("K): Cut line of text.

UnCut Text ("U): UnCut previoudy cut line of text.

Sending/Receiving Attachments

Sending

It is possible to attach files such as Microsoft Word Documents or Images to outgoing Emalil. In order to
attach afileit must be FTPd (File Transfer Protocol) into the home directory of your axe account. To do
this see Fetch Help (Mac) or WS_FTP (Windows) (Note: you can use Netscape Navigator 3.0, Netscape
Communicator 4.0, Internet Explorer 3.0, or Internet Explorer 4.0 to read an attachment that's sent to

you if you are on campus). Once thefileisin your axe account:

1.Compose a message as done before.
2 After addressing the message, press return until the cursor isin the "Attachment” field.

3Usethe To Files("T) [Note: The """ isthe Control Key] command to accessthe list of fileswithin
your axe account.

4.Using the arrow keys move the cursor to the file that you wish to atach. If thefileisin adirectory,
follow the pathway to the file by selecting the gppropriate directories and pressing "return”. With the
desired file selected, Press "return’.

5.Thefile will now show up in the "Attachment" fidld and will be sent to your recipient.



Receiving
When you receive a message with an attachment you will see the following text in the header of the
Emal:

Partg/attachments;
1Shown 2lines Text
2 OK ~21bytes Text, "

In order to gain access to the file, you will need to extract it from the message and save it into the home
directory of your axe account. To do this

1.While reading the message, type "V" (View Command).

2.Y ou will see anumbered ligt of items contained in the Email message. Oneis the actud text of the
message and the other is the attached file (usualy the bottom item). Using the up/down arrows, select
the attached file and press return.

3.You will ether be viewing the document or you will get an error message: Don't know how to display
Applicatio/OCTET-STREAM attachments. Try Save. This means that the fileisnot a Text-only
document (Microsoft Word documents are not Text-only documents). Either way you will want to save
the file to your axe home directory by typing S (Save).

4."Copy atachment to file in home directory:" will gppear a the bottom of the screen. Y ou can ether
use the name provided or change it to anew name. Press return when the name is correct.

5.Y ou have extracted the file from the message and it now gits as an independent file in your axe
account. In order to use thisfile you will need to FTP (File Transfer Protocal) it out of your account and
onto your desktop computer. The agpplication you will want to useis either Fetch (Mac) or WS FTP
(Windows). Once you have access to these programs, you will log into your axe account and download
the attached file from the home directory of your axe account to your desktop computer. For assistance
with either FTP program, follow the appropriate link.

6.To get back to the originad message, keep pressing E until it shows up on the screen.



Address Book
1.From the Main Menu use the Address Book (A) command.

OR

2.From within the To field in the Compose Message screen, use the To AddrBk (°T).
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PINE 4.18 ADDRESS BOOK Folder: THEOX 2 HMessages

Tosend a message to an indirddual inyour address book use
the up and down amrow keys and then press the letter ¢ for ComposeTo,

Mickname  Full Mame Ermail Address
example First Last Hame address@location.edu
test First & Last Hame emailaddress@location.com

To edit or update an entry use the up and down amow keys and press Enter or use
the = symbaol (shift + period) and then press the letter U for update.

To add a new entry Use the

\ @ symbol (shift +2)
g Help i Hain HMenu PreuvEntry PrevPage T AddNew ComposeTo
] OTHER CHDS g [View/Update] HextEntry ij= HextPage m Delete Uherels

There are various commands in the Command Ligt that will assist you. Here are the main procedures
you will us=
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,.-f"f Use this shortcut when you are in the 'Compose [o' field in a
P new message and the address will be automatically inserted.
mom
Fullname - |:thE‘| ...ICIHES-
Fcc :
Comment :
Addresses @ ejones@yahoo.com

Fill in the fields just like you would in the composer.

To form a list, just enter multiple comma-separated addresses.

It is ok to leave fields blank. Press ""%" to save the entry, "*C" to cancel.
If you want to use quotation marks inside the Fullname field, it is best

to use single quotation marks; for example: George 'Husky' Washington.

Use *x (cirl+x) to Save your entry and exit
Get Help [J“exit/Save ] RichUiew E PruPg/Top Cut Line
Cancel i Del Char HztPg/End UnDel Lineff] To AddrBk
Use ¢ (cirl+c) to cancel without saving your changes

Adding New Entry

When you are in the address book (A) command. Use the AddNew (@) command shift 2).
Fill inthe series of fidds



Nickname: this is the shortcut name you will use to access the address when composing a message to
this person.

Fullname: thisisthe full name of the individua that will show up once you type in the Nickname.

Fcc: thisis the Folder where a copy of the outgoing Email using this Address Book entry will be stored
(see Organizing and Y our Messages).

Comment: use this to keep specific information that will not show up on the Emall.

Addresses: typein the addresses that you wish to be associated with this entry. NOTE: use acommato
separate multiple addresses.

Use the eXit/Save ("X) command to save the entry to the address book.
Use the cancd (*C) command if you do not wish to save your changes.

Printing Email

Whilein Pine, to print amessage, while ether reading or with it selected from the Index Folder, use the
Print (%) command by pressing the "shift and 5" keys. Y ou will be prompted to use the printer attached
to your desktop. Select Y for "Yes'.

Organizing Your Messages

Y ou can cregte various folders for organizing and storing your messages. From the main menu if you
sdect the Folder List (L) command. Thiswill lig dl of the folders within Pine. Use the various
commands at the bottom of the screen to assist you. NOTE: Use the OTHER CMDS (O) command to
view more command options.

Use the arrow keysto moveto desired folder. Press "return” with the desired folder selected.

To create anew folder use the Add (A) command. Type in the name of the new folder and Press
"return’.

To move a message to a specific folder, while reading the message or with the message selected, use the
Save (S) command. Y ou will be prompted to type in the name of destination folder. Y ou may adso use
the To Fldrs ("T) command to select from the list of folders.

Advanced Topics
Y ou can configure Pine so it will autometicaly place a copy of every email you send into a folder.

At the Main (M) menu sdect Setup (S) and then select Config (C). Scroll down thislist using your
arrow key to the default-foc fidd.

Sdlect Change Vdue (C), type sent-mail and then pressthe Enter key.
Sdect Exit Config (E) and Yes(Y).

A copy of dl emall you send in pine will be sent to your sent-mail folder. Note: Be very careful making
changes to the configuration of Pine. It is best to only make the changes that you are sure of.

Exiting

Use the Quit (Q) command to quit out of Pine.



