Read Me First
Welcome to Take Control of Apple Mail in Lion, version 1.0, published in June 2012 by TidBITS Publishing Inc. This book was written by Joe Kissell and edited by Michael E. Cohen.
Mail, Apple’s full-featured email application, is the most popular way for Mac OS X users to send and receive email. This book helps you get more out of Mail by explaining its most important features, providing useful tips, and solving problems.
Copyright © 2012, Joe Kissell. All rights reserved.
Updates and More
You can access extras related to this book on the Web (use the link in Ebook Extras, near the end; it’s available only to purchasers). On the ebook’s Take Control Extras page, you can:
•Download any available new version of the ebook for free, or buy any subsequent edition at a discount.
•Download various formats, including PDF, EPUB, and—usually—Mobipocket. (Learn about reading this ebook on handheld devices at http://www.takecontrolbooks.com/device-advice.)
•Read postings to the ebook’s blog. These may include new tips or information, as well as links to author interviews. At the top of the blog, you can also see any update plans for the ebook.
•Get a discount when you order a print copy of the ebook.
If you bought this ebook from the Take Control Web site, it has been added to your account, where you can download it in other formats and access any future updates. However, if you bought this ebook elsewhere, you can add it to your account manually; see Ebook Extras.
Basics
Here are a few rules of the road that will help you read this ebook:
•Links: All blue text in this ebook is hot, meaning you can click (or tap) it, just like a link on the Web. If you click a link to switch to a different part of the ebook, you can return quickly to where you were if your ebook reader offers a “back” feature. For example, if you use iBooks in iOS to read the EPUB version of this ebook, you can tap the “Back to” link at the lower left of the screen (you may have to tap the screen once to activate the navigation controls). Or, if you use Preview on the Mac to read the PDF version of this ebook, you can choose Go > Back (or press Command-[ ). 
•Menus: Where I describe choosing a command from a menu in the menu bar, I use an abbreviated description. For example, the abbreviated description for the menu command that creates a new message in Mail is “File > New Message.”
•Right-clicking (Control-clicking): Some actions in Mail are accomplished by pointing at an item, performing a secondary click (or tap) on your mouse, trackball, or trackpad, and then choosing a command from a contextual pop-up menu. The original (and still functional) way to perform a secondary click on a Mac is to hold down the Control key while clicking—that is, to Control-click. A multi-button input device (including an Apple Magic Mouse or Mighty Mouse) can be configured so that pressing on one side (or button) produces a standard click and pressing on the other produces a secondary click. Similarly, the Magic Trackpad and the built-in trackpads on Apple laptops can be configured to produce a secondary click in various ways, such as double-tapping.
In this book, I say “right-click (Control-click),” by which I mean “do whatever you have to do to display the contextual menu.” If you prefer a different method and your input device supports it, feel free to display the contextual menu in the way that seems best to you.
•Multiple ways to perform a command: You can perform many commands in Mail in more than one way—for example, using a toolbar button, a menu command, or a keyboard shortcut. In this book, for the sake of brevity, I mention only one way to perform each command. In general, I describe the most obvious way of doing things—toolbar buttons are easier to find than menu commands (as long as they’re in their default locations), and menu commands are more obvious than keyboard shortcuts—but choose whichever approach suits you best.
•Customizing keyboard shortcuts: If a menu command doesn’t have a keyboard shortcut listed, note that you can add your own shortcut in the Keyboard Shortcuts view of the Keyboard & Mouse pane of System Preferences (see File and Organize Messages).
•Customizing toolbars: You can customize the toolbars for Mail’s various windows to your liking (adding, rearranging, or moving controls) by right-clicking (Control-clicking) on a toolbar and choosing Customize Toolbar from the contextual menu.
•System Preferences: I sometimes discuss settings in System Preferences that you may want to adjust. To open System Preferences, click its icon in the Dock or choose Apple  > System Preferences. When the System Preferences window opens, click the icon of the pane whose settings you want to adjust. I refer to these panes using a shortcut such as “open the iCloud pane of System Preferences.”
•Application preferences: I sometimes refer to preferences in an application that you may want to adjust. Don’t confuse an application’s preferences with the system-wide settings found in System Preferences. To access an application’s preferences, choose Application Name > Preferences. For example, in Mail, you would choose Mail > Preferences.
•Path syntax: This book occasionally uses a path to show the location of a file or folder in your file system. For example, Mac OS X stores most utilities, such as Terminal, in the Utilities folder. The path to Terminal is: /Applications/Utilities/Terminal.
The slash at the beginning of the path tells you to start from the root level of the disk. You will also encounter paths that begin with ~ (tilde), which is a shortcut for the user’s home directory. For example, if a person with the username joe wants to install fonts that only he can access, he would install the fonts in his ~/Library/Fonts folder, which is just another way of writing /Users/joe/Library/Fonts.
•User Library: The library folder mentioned in the previous paragraph, ~/Library, is normally invisible in Lion. To see it, hold down the Option key and choose Go > Library in the Finder.
•Big cats: I frequently mention features specific to a particular version of Mac OS X, which Apple usually refers to by their “big cat” code names:
‣Mountain Lion: 10.8
‣Lion: 10.7
‣Snow Leopard: 10.6
‣Leopard: 10.5
‣Tiger: 10.4
‣Panther: 10.3
To find out which version of Mac OS X your Mac is running, choose Apple  > About This Mac.
What’s New in This Edition
In this edition, I cover the numerous new features found in the Lion version of Mail (Mail 5.x). You can see a list of those features a few pages ahead, in Learn What’s New in Lion Mail. In addition to those Lion-specific features, I added quite a bit of new material that the previous edition, Take Control of Apple Mail in Snow Leopard, doesn’t have, including:
•iCloud: In addition to adding information about using iCloud throughout the book, I’ve deleted all references to MobileMe, scheduled for discontinuation on June 30, 2012.
•Mail, Contacts & Calendars: This new preference pane provides a system-wide place for configuring accounts, including those for email. See the sidebar Mail, Contacts & Calendars Preference Pane.
•Gmail: I’ve significantly updated and improved the instructions for working with Gmail accounts. See Use IMAP with Gmail.
•Keyboard shortcuts: I clarified the instructions for assigning keyboard shortcuts to commands on the Move To and Copy To submenus. See File and Organize Messages.
•Message links: A new sidebar tells you why and how to Link to a Specific Mail Message.
•Spam: I expanded the discussion of how to Stop Spam to include, among other things, information on server-side filtering.
•From address: The topic Choose an Account or Address to Send From now provides more information on determining which address your messages will be sent from.

•Priority: I briefly cover how to Set Message Priority for outgoing mail.

•Quoting: I offer a more finessed discussion of quoting in replies in the sidebar Quote Effectively.

•Special mailboxes: The discussion of Special Mailboxes now talks about unified mailboxes as well as how to find “phantom” mailboxes.

•Searching: Besides talking about searching for messages, I briefly discuss how to Search within the Current Message.

•Backups: A new option you might consider is using a cloud-based email backup service. See Do a Cloud-to-Cloud Backup.
•Mountain Lion: Previews of upcoming Mail features that Apple has announced for OS X 10.8 Mountain Lion are presented in notes like this:
Coming in Mountain Lion: Mail in OS X 10.8 will feature unicorns and rainbows.
 

Introduction
 
This book is the fifth in my series of titles about using Apple Mail, stretching back to the version included with Mac OS X 10.3 Panther (which I wrote about in 2004) and continuing with coverage of Mail in Tiger, Leopard, Snow Leopard, and now, Mail version 5.x in Lion. After all those versions of Mail, all I can say is, “The more things change, the more they stay the same.”
Mail is still my favorite email program—and believe me, I’ve tried them all. Yet it remains far from perfect. Certain aspects of Mail’s operation continue to be nearly inscrutable, and sometimes internally contradictory. Problems that have been around for nearly a decade are still there, and new ones have materialized. Features have appeared and disappeared over the years without warning or explanation.
But worst of all, in my opinion, is that Apple’s documentation on Mail is still, in typical Apple style, appallingly inadequate. Mail has no instruction manual as such, just the basic guidance you can find when you choose Help > Mail Help. In fairness, Mail Help contains lots of useful information, but it still barely scratches the surface of Mail’s capabilities. Dozens of features aren’t mentioned at all, and much of the information there is sketchy. Nearly every time I consult Mail Help, I find that it leaves me with more questions than answers. Based on the hundreds of messages I’ve received from confused Mail users over the years, I’m not alone!
I’ve had to figure out a lot of things in Mail by trial and error—but you shouldn’t have to. My goal in this book is to provide clear, helpful explanations of how to perform the most important tasks in Mail. But more than that, I want you to understand why things work the way they do, how to avoid or work around Mail’s limitations, and how to approach Mail in the most effective way.

Quick Start to Controlling Apple Mail
You can read this book in any order you wish, though I recommend reading the background information listed under “Manage Mail setup” before proceeding with the rest of the book.
If you are familiar with previous editions of this ebook, you may instead wish to start with What’s New in This Edition, a few pages earlier.
Manage Mail setup:
•Start on the right foot as you Learn What’s New in Lion Mail and Learn about Email Protocols.
•Get Mail up and running in Set Up Your Accounts.
Read email:
•Get mail into your Inbox; then sort it, read it, and work with it. See Read Incoming Messages.
•View RSS posts in Mail. See Read RSS Feeds.
Create email:
•Make sure your messages reach the right destinations by reading Address Addressing.
•Get your message across with style (or even with plain text!). Read Compose and Send Messages.
•Send private information safely. Read Sign and Encrypt Messages.
Get organized:
•Understand and use the organizational tools Mail provides. See Manage Your Mailboxes.
•Use Mail to store notes and other snippets. See Keep Track of Notes.
•Find any message in a jiffy. See Find Your Messages.
•Let Mail do tedious filing and sorting for you! See Automate Mail with Rules.
Make Mail work better:
•Having problems sending, receiving, or searching email? Find a solution in Fix Mail Problems.
•Make sure you don’t lose your valuable email. Learn how to Back Up and Restore Your Email.

Learn What’s New in Lion Mail
 
The version of Mail included with Lion (5.x) looks similar to the version that shipped with Snow Leopard, but it includes many changes. Among them are these:
•Support for additional account types: Mail could already connect to Gmail accounts via POP or IMAP, but now it recognizes Gmail accounts automatically, allowing you to set them up for IMAP access with fewer steps than before. Mail in Lion also supports Microsoft Exchange Server 2010 accounts. And email accounts can now be set up not only within Mail but also in the Mail, Contacts, & Calendars pane of System Preferences. See Set Up Your Accounts, and especially notice the sidebar Mail, Contacts & Calendars Preference Pane. 
•New layout: By default, Mail now uses a new three-column layout that looks similar to Mail on an iPad. You can revert to the old layout if the new one doesn’t strike your fancy. See The Viewer Window.
•Favorites bar: The new Favorites bar gives you quick access to frequently used mailboxes and notes, each of which has its own keyboard shortcut. Once again, see The Viewer Window.
•Format bar: When composing rich text (HTML) messages, you can now display an extra toolbar that gives you faster access to common formatting controls. See Tips for Rich Text Messages.
•Conversations: Although Mail previously included an Organize By Thread option to group messages from the same conversation together, in Lion this capability is greatly refined and enhanced. See Follow Conversations.
•More message flags: Instead of a mere binary switch (flagged or unflagged), you can now mark messages with any of seven different colored flags, which you can both rename to suit your needs and use in searches and smart mailboxes. See Work with Message Flags.
•An Archive command: If you want a simple way to get messages out of your Inbox without deleting them or having to choose a specific destination, the new Archive command may be what you’re looking for. See File and Organize Messages.
•Better searching: The Lion version of Mail adds search tokens, Boolean searches, and other new tools for finding messages. See Find Your Messages.
•No more to do items: Yes, a feature also disappeared—to do items are no longer part of Mail in Lion.

Learn about Email Protocols
The word “protocol” may sound complicated, but it’s just a way of describing how your email program talks to a mail server. If you know a few basics about email protocols up front, you’ll have an easier time understanding Mail’s interface and solving problems.
Although you may not be aware of it, most email accounts involve two separate systems—one for receiving and another for sending—and these often use entirely different servers. You probably use the same username and password for each, but behind the scenes, each account may function as two separate accounts:
•Your incoming account fetches email from your mail server and delivers it to you using a mail delivery protocol—such as POP (Post Office Protocol) or IMAP (Internet Message Access Protocol). Just ahead, I explain more about POP and IMAP, and I mention a few important points about iCloud accounts.
•Your outgoing account uses a mail transfer protocol called SMTP (Simple Mail Transfer Protocol) to send outgoing email from your machine to your mail server, and then (usually through a number of intermediate steps) to the recipient’s mail server.
Microsoft Exchange accounts are a bit different. They act like IMAP accounts in many ways, but use a single—and an entirely different—protocol for receiving and sending mail, as well as calendar items, contacts, and other information.
POP
A POP account works like this: First, your client (that is, your email program) asks the server for the list of messages in your Inbox. Then, depending on your client’s capabilities and settings, it downloads all the messages, messages you select, or all messages under a specified size, to your local device. Finally (and optionally), your client instructs the server to delete its copy of some or all of the messages. The server doesn’t keep track of whether a message has been downloaded, read, or deleted; only your local client knows this, and the assumption underlying the protocol is that you want to read, organize, and store your mail on a single computer, using the server only as a conduit to receive it. Most email clients let you file your messages into user-defined mailboxes, but these mailboxes exist only locally, on your computer.
With a POP account, you can usually leave messages on the server and then check your email with a different client (or on a different machine), but then all the messages will appear to be unread.
IMAP
From a user’s point of view, the main distinction between POP and IMAP is that in an IMAP account, messages stay on the mail server even after you’ve downloaded and read them. You can file messages in mailboxes, but with IMAP, those mailboxes are stored on the server as well as locally. (Nothing prevents you from moving messages off the server and into mailboxes that are only stored locally, if that’s your preference—but by doing so you lose most of the IMAP advantages for those messages.) In addition, the server—not your local client—keeps track of which messages you’ve read, forwarded, or replied to, so such status indicators appear correctly even if you check your email from another client or computer. You can, of course, delete messages you no longer want. But unlike POP, IMAP lets you mark messages for later deletion without moving them to a separate Trash mailbox.
The biggest advantage of IMAP is that you can view your email using any client, on any computer (or platform), and you will always see exactly the same thing.
Mail and IMAP Subscriptions
Most IMAP clients let you select which of the stored mailboxes on the server you want to see in your local mailbox list, a process known as subscribing. But Mail does not, for the most part, understand the concept of subscriptions—it simply shows you all the mailboxes that are on the server, all the time.
If you choose Get Account Info from the pop-up Action [image: Action menu.png] menu at the bottom of Mail’s sidebar and click Subscription List in the Account Info window, you’ll see a list of mailboxes to which you can subscribe or unsubscribe. But usually this list is blank; it appears to show only mailboxes in “Public” or “Shared” folders on the server, if such folders exist.
Switching from POP to IMAP
I find it a bit bewildering that anyone still uses POP these days, but lots of people do, largely out of habit. IMAP is a bit “chattier,” and uses slightly more bandwidth, but in my own experience IMAP has performed well even on slow dial-up and cellular connections. Some IMAP servers limit the amount of data you can store on the server, but if you run into such a limit, it’s usually possible to have it raised, to switch to another provider, or to archive some of your messages to local mailboxes by dragging the mailboxes to the “On My Mac” section of Mail’s sidebar and then deleting the server-based mailboxes. Unless you have a POP account with a provider that doesn’t offer IMAP and that won’t let you keep your address if you switch to another provider, I can’t think of any compelling argument to keep using POP. IMAP gives you much more convenience and flexibility, while still enabling you to have a complete local copy of all your messages for offline access.
In short: If you’re still using POP, I suggest switching to IMAP!
Many mail servers allow both POP and IMAP to be used for retrieving email from the same account, which can make it easy to switch from POP to IMAP. If you currently use POP, try adding a second account to Mail with identical settings, except for an account type of IMAP:
•If it works: Look for any messages in your POP Inbox that aren’t also in your IMAP Inbox, and copy them there; also, if you have mailboxes that you created to file your POP mail locally, copy those mailboxes to the IMAP server. Finally, if you wish, delete the POP account from Mail.
The IMAP advantage: I go into much more detail about why and how to switch from POP to IMAP in “The IMAP Advantage,” an article I wrote for Macworld: http://www.macworld.com/
article/51268/.
•If it doesn’t work: Contact your ISP to see if it can enable IMAP for you. In some cases, you may need to set up an entirely new email account. If your ISP doesn’t offer IMAP and you’re interested in switching to one that does, look for a (somewhat dated, but still useful) list of providers here: http://www.ii.com/internet/messaging/imap/isps/#providers.
iCloud
For the most part, everything I said just previously about IMAP accounts is also true of iCloud accounts. In fact, you can use any IMAP client—not just Mail—to connect to your iCloud account. However, Mail can use any iCloud email aliases you’ve set up (see Account Setup Tips)—they appear automatically as options in the Account pop-up menu in the New Message window. 
And iCloud offers many other benefits, such as push updates of contacts, calendars, bookmarks, and notes; Photo Stream to ensure your latest photos appear automatically on all your devices; and Documents in the Cloud to keep documents in sync in supported apps. And it’s free! Even if you use another provider for your primary email account (I do, too), I suggest setting up an iCloud account as well.
Note: I cover iCloud mail in detail—including not only email aliases, but also Web-based access and much more—in Take Control of iCloud.
SMTP
For each account you set up in Mail, an associated SMTP (Simple Mail Transfer Protocol) server must be specified to send your outgoing email. In most cases, you can simply enter the server information provided by your ISP and not have to think about it again. However, if you encounter errors when sending email, you may have an SMTP-related problem; see Fix Outgoing Mail (SMTP) Problems.
Exchange
Microsoft Exchange servers provide email, contacts, shared calendars, and a variety of other network services to many organizations. Under Windows, Outlook is the application of choice for working with Exchange-based data. You can now buy a version of Outlook for Mac OS X, too; it’s part of Microsoft Office for Mac Home & Business 2011 (http://www.microsoft.com/mac/outlook, $199.99). However, Mail can also connect directly to an Exchange server (for email only, naturally).
Exchange servers can communicate with email clients using a number of different protocols (depending on which version of the server software is installed and which features the administrator has enabled). In Leopard and earlier on the Mac, Mail could talk to Exchange servers only using IMAP and SMTP, assuming those protocols were enabled on the Exchange server. That’s still possible—and it’s the only way to use Mail with Exchange Server versions older than 2007. But Snow Leopard added built-in support for with Exchange Server 2007, and Lion extended that support to Exchange Server 2010. As a result, Mail can now communicate with Exchange servers using a more sophisticated protocol called Exchange Web Services, which is based on SOAP.
Lather up: You can read more about SOAP in the Wikipedia at http://en.wikipedia.org/wiki/SOAP.
Among other benefits, Exchange Web Services supports a feature called Autodiscover, which simplifies account setup—just enter your email address and password, and in most cases Mail can figure out all the other details by itself. It also enables Mail to use the contact information stored in the Global Address List on your Exchange server to automatically complete addresses as you type them. And, because Address Book and iCal in Lion can also use Exchange Web Services, you can access contact and calendar information on Exchange servers with those applications (which, however, I don’t cover in this book).
Pushing ahead: The iPad, iPhone, and iPod touch can access Exchange servers too—but those devices use a different protocol, called ActiveSync, to do so. One of the benefits of ActiveSync that’s absent in Mac OS X for Exchange accounts is push messaging—that is, new messages and other information updates being sent to your client instantly rather than waiting for a scheduled or manual check.
For all practical purposes, the experience of using Mail with an Exchange server is almost identical to using Mail with an IMAP server. Messages are stored on the server and mirrored locally, and you can create as many server-based mailboxes as you need.
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