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You can then mark messages "done" just by dosing them. To close a window, click 
in the dose box or press Command-w (Mac OS) or Control-w (Windows). (Don't 
worry that Eudora will close the messages when you quit the program. When you 
re-start, Eudora will re-open any windows that were open when you quit.) 

Mac OS users will probably like this technique more than Windows users. Eudora 
for Mac OS has a transparent background, while the Windows version has a gray 
background. If you make the Eudora for Windows window large enough for all 
your messages, you'll have trouble seeing other programs. The title bar on Mac OS 
windows also takes less room than title bars under Windows. 

If you need more room on your screen, you can minimize (Windows) or roll up 
(Mac OS) the message window. You can also reduce the size of your windows with 
the techniques you will learn in "How to Make More Room on Your Monitor" on 
page 105. 

You might be concerned that you'll end up with too many open windows to 
manage. This certainly can be a problem, but you probably won't have as many 
windows open as you think. Only a small fraction of your new messages will turn 
into "to-do" items. You might only have a few open messages and a few open 
mailboxes under normal circumstances. 

TIP: Go th.rough your filters and disable window opening before you download 
a large number of new messages. If you have a thousand new messages, that can 
lead to hundreds of windows opening. You probably don't want to wait for so 
many windows to open. (Your computer might even crash if it tries to open too 
many windows.) 

How to Find Messages 

A message that you can't find is just as gone as a message you deleted. Fortunately, 
Eudora has simple but powerful features for finding messages. I assume you're 
already familiar with the Speci.al/Edi. t-+Fi.nd-+Search tool, which is pretty 
easy to find and figure out. There are a number of ways to find messages that are 
not as obvious or intuitive. This section will describe different ways to find 
messages. 
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If you are sure that you are familiar with all the possible ways to find messages, 
you can skip to "Move to the Next Message Easily" on page 89. However, Eudora 
has many little tricks that are not obvious. I recommend reading this section. 

How to Sort Mailboxes 

As mentioned briefly in "Group by Category" on page 30, Eudora can rearrange 
mailboxes in many different ways. This can help you find messages faster. 

Clicking on any mailbox's column header sorts all the messages in that mailbox by 
that column. For example, clicking on Subject sorts all the messages 
alphabetically from A to Z by subject. 

Holding 0pti.on (Mac OS) or Shi. ft (Windows) down while clicking on a 
heading does a reverse sort. For example, if you 0pti.on-cliclc/Shi ft-click on 
Subject, Eudora will sort all the messages from Z to A by subject. 

Eudora can also sort by multiple columns. If you are using Eudora for Wmdows, 
hold down the Control key and dick on several columns one after another. 
Eudora will sub-sort the messages, with the first column clicked being most 
important and the last column clicked being least important. For example, 
suppose you Control-click on Who, then Subject, then Date. Eudora will group 
each correspondent's messages together. For each correspondent, all the messages 
will be sorted by subject. For each correspondent and subject, the messages will be 
sorted by date. 

Eudora for Windows puts a little triangle in the header of the column that the 
mailbox is soned by. If you've sorted the mailbox by multiple columns, all of the 
sort columns will have little triangles, with a tiny number inside that tells what 
that column's sort order is. For example, look at the triangles indicated by the 
arrows in Figure 30. They show that this mailbox is sorted first by Label, second 
by Date, and third by Subject: 

f f 
Figure 30: Mailbox Column Headers (Windows) 
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If you are using Eudora for Mac OS, you don>t have co hold a key down to son by 
multiple columns, but you have to dick on the column headers in the reverse 
order from Windows. For example, suppose you want the same effect as 
mentioned in earlier: each correspondenes messages grouped together, then sorted 
by subject, then by date. You need to dick on Date first, then Subject, then Who. 

nP: Eudora ignores Re: and Fwd: when sorting mailboxes by subject. 

How to Sort by Read/Unread Status 

You might be tempted to separate all the Read messages from the Unread 
messages by sorting on Read (the column with the little blue ball at the top). This 
works reasonably well for Windows, but not for Mac OS. 

Under Mac OS, as soon as you open a message, Eudora changes its status to Read 
and moves the message to the Read section of the list. If you try to move to the 
"next" message, Eudora will take you to a message that you have already read! 

How to Find Messages in a Mailbox by Typing 

If you type something while a mailbox is the active window, Eudora shows the 
message with the Who or Subject entry that is alphabetically closest to what you 
typed. (Eudora uses the Who column unless you have sorted by Subject.) For 
example, if you sort by subject and type t, the mailbox will change to highlight a 
message whose Subject starts with T. If no messages start with T, Eudora will 
highlight the message with the subject line that starts with the letter closest to T. 

If you type quickly enough, Eudora looks for a whole word. For example, you 
could type i. nter if you wanted to find all messages with the subject of 
i.ntervi.ew candidate instead of messages with subject of Ital i.an 
di. stri. bu tor or i. cky smell i.n cafeteria. However, if you pause for too long 
between letters, Eudora starts a new search with the next letter. For example, if 
you pause between i. nt and er, you might end up looking at a message with the 
subject erase my hard drive?!?! 
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If the mailbox is not sorted by Subj e ct, Eudora starts by looking for the letters 
that you typed in fust names. If there are no first names with those letters, it then 
looks for the letters in the last (second) name. For example, suppose your inbox 
has messages from 

• Andy Jain 
• Chantelle Williams 

• Claire Beekman 

• JeffChee 
• Loretta Garcia 

• Alicia Vandeschaf 

• Tyrone Washington 

• WayanLi 

If you type j in your inbox, Eudora will highlight a message from Jeff Chee. If you 
type ja (quickly), Eudora will highlight a message from Andy Jain. 

How to Show Related Messages 

Eudora can help you find related messages. If you 0pti.on-dick (Mac OS) or 
Alt-dick (Windows) on a message line in a mailbox window, then Eudora will 
reorder the mailbox to bring together and highlight all the messages with the same 
contents as the column you clicked on. To restore the normal order, just dick on 
one of the column headers. 

How to Find Messages 103 



If Mabel Option/Alt-clicks on Tyronne Washington, Eudora will highlight and 
group all messages from Tyronne that are in the mailbox, as seen in Figure 31: 

Q Payroll Andy Jain 10:05 AM 6/121 Re: database upgrade package 
Payroll Winston Thurd 10:1 4 AM 6/12/ itching 

~ Payroll Winston Thurd 03:23 PM 6/12/ Re: inter¥iew candidate 
Payroll Chantelle Williams 03:27 PM 6/121 Re: interview candidate 
Payroll Jeff Chee 06:31 PM 6/12/ erase my hard drive??? Are you nuts??? 

C. • CoWorkers Mary Jane Cheong 0215 AM 6/7/2 BlW: donuts are stale 
Q CoWorkers Wayan Li 09:37 AM 6rT/2 candidates? 

• CoWorkers Donald A Years 12:06 AM 6/9/2 FYI: donuts in break room 
~ CoWorkers Martha Boise 07:14 AM 6/9/2 patent procedure 
Q CoWorkers Chad Halliburton 01 :53 PM 6/11/ PHROCKMEIJER REPORT ii 51<n« 4 

Figure 31: Show Messages From Tyronne (Windows) 

If Mabel Option/Alt-clicks on i.nterview candidate instead, Eudora will 
group all messages with the subject interview candidate or Re: interview 
candidate. as shown in Figure 32: 

Payroll 
Payroll 
Payroll 

Andy Jain 
Tyronne Washington 
Tyronne Washington 05:49 PM 6/11/ 

progress 
Re: progress 

• _ P;iy1oll _ _ Tyronne \/l/ash1ng:on 09 13 AM 5/121 1nterv1ew cano1d;'l'= _ __ _ 
• P.iyroll Winston Thurd 03 23 PM G/12/ Re 1nte1v1ew can~date 

Pa'(r□ I Chantelle Williams 03 27 PM 6/12/ Re: intervte~·, candidate 
~ Payroll Andy Jain 10:05 AM (j/12/ Re: database upgrade package 

Payroll Winston Thurd 10:14 AM 6/12/ itching 
Payroll Jeff Chee 06:31 PM 6/12/ erase my hard drive??? Are you nuts??? 

G :$ CoWorkers Mary Jane Cheong 02:15 AM 6/7/2 BT'JI/: donuts are stale 
~ Co Workers Wayan Li 09 37 AM 6f712 candidates? 

~ coworkers Donald A Years 12:06 AM 6/9/2 FYI: donuts in break room 
Q Co Workers Martha Boise 07:14 AM 6/9/2 patent procedure 
~ CoWorkers Chad Halliburton 01 :53 PM 6/11/ PHROCKMEIJER REPORT 
Q CoWorkers Wayan Li 12 31 PMB/12/ Re: database upgrade package 
~ Co Workers Wayan Li 04:55 PM 6/12/ Re: database upgrade package 

, SRl14K. ' 

Figure 32: Interview Candidate Messages (Windows) 

i1 
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This technique works extremely well. Typing the name or subject that you are 
looking for, then Option/Alt-clicking on the name or subject is much faster than 
doing a Speci.al/Edi. t-+Fi. nd➔Search. I find myself using Option/A 1 t-click 
many times each day. 

How to Find Related Messages Over and Over (Mac 
OS only) 

If you are using Mac OS, you can save a search to use over and over again. Select 
Speci.al ➔Fi nd-+Search and set up the search that you want. Then select 
Fi. le-+Save As and give that search a name. You can then run that search at any 
time by selecting Speci.al -+Fi.nd-+(name ofyour search} and then clicking on the 
Search button. 

For example, you might create a search to find all unread messages in mailboxes 
other than Out, Trash, and z-ProbableJunkEmai. l. If you name it Unread, 
then you can run that search at any time by selecting Speci.al -+Fi.nd-+Unread, 
then dicking on the Search button. (And now that you)ve got a menu action for 
it, you can make a toolbar button for it.) 

How to Make More Room on Your 
Monitor 

You can keep track of your messages more easily if you can see them all. Eudora 
displays many pieces of information that you might not need to see. Hiding that 
information will give you more room on your monitor for information you care 
about. 

Make More Room by Closing the Mailboxes Window 

If you have a lot of windows open, you might want to save space on the screen by 
closing the Mai. 1 boxes Wi. ndow. You can always see the list of mailboxes quickly 
by pulling down the Mai.1 box menu. 

Mailboxes with unread messages are underlined (Mac OS) or have a little envelope 
icon next to them (Windows) in the Mai. lbox menu. 
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