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About this Guide

This manual is a brief introduction to some of the most useful features and functions of Mozilla.
Learning this short list of features will enable you to use the most powerful and useful
capabilities of this software in a short time.

This manual is not an exhaustive list of all of the capabilities of this software. Mozilla is a
powerful suite of applications with many capabilities and functions. Once you have become
familiar with the general capabilities of Mozilla, you can learn additional features through the
references given at the bottom of this page.

Mozilla is a suite of applications which includes these five components (this manual addresses
primarily the first three):

Navigator (Web Browser)

This is the application used to view web pages. It is similar in function to Internet
Explorer, but it includes many additional capabilities like tabbed browsing, popup
blocking, and other features explained in this guide.

Mail and Newsgroups (Email client)

This application is used to send and receive email. It includes a variety of new
capabilities, as outlined in this guide.

Address Book

The Address Book component enables you to maintain multiple address books, and is
fully integrated with the email client. The address book is also integrated with
departmental and other directories; this enables address lookup of any email address in
any of the available directories. This application is discussed in this guide only in the
context of using the email client.

Composer (Web Page Editor)

This application is used to create or edit web pages. It is also the application used
internally by the email application for composing messages. This guide does not
discuss Composer, except in the context of using the email client.

ChatZilla

This application is an IRC (Internet Relay Chat) client. This application is not
permitted in some businesses, and this guide does not address its use.

Additional information and news about Mozilla can be found here:
Mozilla web site: http://www.mozilla.org

In the built in Help files (select Help > Help Contents from the menu bar)

See also Appendix 6.1 for additional sources.
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What is Mozilla?

Mozilla is the successor to the Netscape web browser and email software; it is somewhat similar

to Internet Explorer, but more powerful, more feature rich, and more customizable.

Some excerpts from the www.mozilla.org web pages (see www.mozilla.org/why/users.html)

help explain why this is so:

The Mozilla suite of applications has plenty of features to make browsing and

email easier, faster and more convenient. Once you've surfed the web using

Mozilla's popup blocking and friendly Sidebar, or read your email in peace with
Mozilla junk mail controls and the comfort of knowing you're not susceptible to

email viruses, you'll never be satisfied with anything else.

And for the power user, Mozilla provides sophisticated control over your
browsing experience. With Mozilla's advanced JavaScript controls, tabbed

browsing, image blocking, multiple mail accounts, privacy management, themes
and extensions, advanced users will find everything they need to optimize the Web
experience. For customizing your entire internet experience, Mozilla can't be

beat.

Mozilla is a suite of applications including a Web browser, email client, HTML

composer, IRC chat client, and a set of Web developer tools. Mozilla is fast,

feature full, secure and customizable. Mozilla supports everything needed for a

great Web browsing experience. This includes the ability to handle all of the

agreed upon standards (W3C, ECMA, etc.), as well as almost all of the emerging

and draft standards

In addition to supporting the Web standards and common proprietary plug-ins,
Mozilla has great support for the millions of non-standard Web pages. Mozilla's
"quirks" mode and "almost standards" mode ensure that even buggy Web pages
display quickly and correctly. For more information on Mozilla and supporting
Web standards take a look at http://www.mozilla.org/why Mozilla offers a host of

features to make browsing easier, faster and more convenient.
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Notes:
Illustrations

The Mozilla browser window illustrations in this guide have been reduced from full-screen
windows to enable them to better fit the page. For this reason, the windows will look more
cramped and cluttered than in actual use (where you are more likely to use a full screen window).

Appearance

Mozilla allows the user to choose the appearance of the browser by selecting his or her own
theme. The theme used for illustrations in this manual is the Classic theme.

Menu Conventions

Menu selections are shown in italics. When you are required to select a menu, and then select
choices from that menu or subsequent sub-menus, this will be shown as follows:

Edit > Preferences > Mail & Newsgroups > Windows

This means:

1. Select the Edit menu

2. Select Preferences from the Edit menu list

3. Select Mail & Newsgroups from the Preferences sub-menu

4. Select Windows from the Mail & Newsgroups sub-list

Key Combinations

Some functions may be accessed by hitting multiple keys at the same time; this will be indicated
as follows:

. Hit the CTRL and L keys at the same time

. (W) Hit the CTRL SHIFT and W keys at the same time

Free Mozilla Software

Want to use Mozilla at home on your PC? Free downloads of Mozilla software can
be found at www.mozilla.org (or you may order it on CD). The free software is fully
functional “open source” software. DecisionOne telephone support is also available.
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Navigator (Browser) Features

Section 1 :: Navigator (Browser) Features

1.1 - BROWSER SCREEN — NAMING THE PARTS

To better understand this guide, it will be helpful to know the names of the various parts that
make up the Mozilla browser window. The figure below shows a browser window with labels for

the various section names.

4 Rl Edt View Go

5% moxzilla_org: Site Map - Mozilla

Bockmarks  Tock window Help

4.8 .

Back Faiteard

A yre——— = .
Tt I’ hittp: £ wweb site: beth mll !

' /2% Home Bookmarks

r ‘what's Related

o] B rozila.org: Site Map

| ..‘ Sun Miciozystems

+ Search

= Bookmarks

Add.. Manage | Search...';

Search I

@ Personal Toolbar Fol.,
@3 Mozilla Praject
= % Search

t Googls

Lo Y akhond

+ Higtary

El

+ hapQusst

More Websites
mozillaZine
MozDey

Blogzilla

Mezilla Mussuim

| %

~

R.0I'g J
About Mozilla

s About
Main

Figure 1: A sample browser window showing the names of the browser components.

See the next page for a simplified view of the figure above.
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Navigator (Browser) Features

The figure below shows a schematic view of the browser window with labels for the various
section names.

Figure 2: Schematic view of the browser window, with labeled parts.
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1.2 - HELP

Navigator (Browser) Features

Mozilla includes extensive built-in help information. From the Menu Bar, select Help > Help
Contents, to access the built-in help files. The illustration below shows how to access the help
files, and what the help file display (“Mozilla Help”) will look like after you select Help

Contents.

[% Getting Involved with mozilla.org - Mozilla

v File Edt ‘iew Go Boockmarks Tabh  Took  Window | H

i

xfa W

Help
| F-f%aid ’ H\e%ad q%% I’ bitt: /v moz ForlnternetEprorerUsegnh ;ﬁ v
e "

Belease Motes

v 7} Home | éBookmarks

s ] Retting Irvalved with mozila.org |

About Plugeing
fbout Mozila %

mozilla.org
b Glozzany
| Ara Glanee ( =
: . ndex
|| Why Use Moanlla
a - b Search
i | License Terms | Congruti 2
[ GetTnvolved | means the * Eentents
Help and Suppart Canter
I Hewsgroups that doess
; SEWE RS oneofan [# Using the Help Ywindaw
|| Eeedback H
oA much of [#] For Internet Explorer Users
Bavalanment [# Browsing the Weh
[ Using Mai
m What [# Creating web Pages
Projects [# Customizing Mazila
Wodule Owners REpOI’t [# Using Privacy Features
i [# Using Certificates
Hac ¢
I _km'g -+ | Managing Profiles
ST ] RS A 1| [# Mozila Keyboard Shartouts

Welcome to Mozilla Help
Toget help, click ane of the links an

Browsing the Web covers navigating| Rmﬂ wigh sites, copying,
saving, and printing web pages, and 2 bs for languages,
rache, file types, and proxies,

Maif ang Mews covers sending and receiving email, reading newsgroups,
ahd setting rail and news preferences.

Customizing Mozilia covers changing the look of your Mozilla window,
creating bookmarks and shorteats, and customizing toalbars and the
Sidehar.

Understanoing Privacy covers managing cookies and using the Internet
privacy features af Mazilla.

Creating Web Pages cavers using Mozilla Composer to create yaur own
pages for the Warld VWide Web.

OEr21001

Figure 3: Accessing the built-in Help files.

TIPS:

Use the Print button in Help to print an entire help page (or make a text selection first to print

only the selected section).
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Navigator (Browser) Features

1.3 - TABBED BROWSING

Tabbed browsing enables you to open multiple web pages at the same time, in a single browser
window, using folder-like “tabs” (see Figure 1). A group of tabs can also be bookmarked,
enabling all of the bookmarked tabs to be re-opened at one time.

=t mozilla_org - Mozilla

File Edit Wiew [Go Bookmaks Toolz  window Help

:%Eg |$ hittpc A Ao miozilla.or j

Stop

| _#” Weloome ta HF

ozilla | License Terms | (%

Sear—

oowared by Goo

Download

Mozilla Foundation Launches Mozilla 1.5, Enc

Mozilla 1.5

Cownload the
browser that PC
World calls
“Eoct of JOOF

R S

o for Windows
(11.9MBY

e for Linusx
(15.4ME)

s for MacDs ¥
(15.2MB)

Kl

User Services

We are pleased to announce new versions of Mozilla 1.5, the
award winhing Internet suite, and new Technology FPrevies
relesses of Mozilla Firebird (version 0,70 and Mozilla Thunderbire
(warsion 0,37,

Check owut the beta wersion of the upcoming
Mozilla.org weh site and give us feedbhack, The
site has been reorganized and given a face lift,
offers 2 host of new resources for end users and
will chinwe nff the larect wekh  develnoment

2

% O 2 G & |

| Fe=[=a &

Figure 4: Example browser window showing three tabs.

TIPS!:
+ Right-click on a link and select Open Link in New Tab to open a link in a tab.

- Type to open a new tab.

« Right-click on a tab to get options for opening or closing tabs.
+ Click the New Tab button to open a new tab (see figure above).

+ Click the Close Tab button to close the right-most tab (see figure above).
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Navigator (Browser) Features

The Tab Bar may not display if you have only one web page open (you can customize
this option: On the Menu Toolbar select Edit > Preferences > Navigator > Tabbed
Browsing and choose your preferred settings).

Drag and drop a link to a tab to open the link in that tab.

Drag and drop a link to an “open” space on the 7ab Bar to open a link in a new tab
(Note: This even works for Internet locations shown as text, even if they are not
displayed as links!).

Page 5



Navigator (Browser) Features

1.4 - SEARCHING

Mozilla offers numerous options for searching. First, you can set your personal preferences to
select the Internet search engine you prefer (in this guide, the selected preference is Google).

®t Google Search: mozilla - Mozilla

' File Edit '“iew Go Bookmarks Tabh Toaks  Window  Help

b o i

. v v @R | & modl

| Back Fanward Relaad  Step I e o

' 7} Home ‘ ,ﬁ Bookmarks ‘Helease Motes .tF'.Iug-ins tEHtensions lSupport ﬂl‘v‘luzilla Carnrmunity
Sidebar e | 2 |

* What's Related

Advanced Search  Preferences  Language Tools e

* Search

| Searg
using ||E| Gaogle

e |muzi||a Google Seat

Weh
Searched the web for mozilla, Results 1 - 10 of about 9,810,000, Search took 0.14 seco

_Sear-::h Resuls ;
@ mezila - home of the mozila
Beleases i

|G Mezilaorg Bugzila | mozilla - home of the mozilla, firebird, and
tceila Frebid | camino web browsers

The Hazila Museum : ... Subscribe to the w noweslattar Wik at =
|G] mozila - home of the mzil Maozilla? ... Mozilla 1.5 Copy

PC Mag T i =r.
the elegant multi-page web browser

mozilaZing - Yow Source | Forweb browsing, email, | Select Al FREE o
ot i cn et o Ul 0T Aol € oo o for B Ite rest; s—
Pravious el | o o ' Ofcial websi ‘Web Search for "Mazila
= __"o1 | Descrption: Oficial webst eSS e S ——
downloads. —

» Buookmarks Category; Computers = 5 Lookup at dichionary com = Browsers = Mozilla -
» Histow il B = Lookup at google.com | jl
il & GGo o URL = il e
e £ nZ EE) o | anlaa y

Figure 5: Search example showing Sidebar and Google search results.

The Internet search result shown can be obtained in any of three ways:

—

. Type the search term in the location bar and click on the Search button

Type the search term in the Sidebar and click on the Sidebar Search button.

3. Select a word or phrase with the mouse, right-click, and select Web Search for ... from
the drop down menu (note, this option will open a new browser window with the
search results from your preferred search engine).

N

TIPS!:

- Type to put the cursor in the Location bar.
+ You can search your personal bookmarks (see Bookmarks section).

+  You can search for text or links on a displayed web page .
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Navigator (Browser) Features

1.5 - PRINT PREVIEW

The Print Preview option shows you what a browser page will look like when it is printed. You
can access print preview in two ways, as shown below. The print preview option not only enables
you to preview printed web pages, it also allows you to select portrait or landscape format, set
margins, and select other print options. When you select the print option, you can further select
the page range to print, number of copies, and printer properties.

;E mozilla - home of the mozilla, firebird. and camino web browsers - Mozilla
4| File  Edit Wiew Go Bookmaks Tab Tools  Window Help
M ews b !
Open\Web Location,.,  Chi+ShiftsL |’ httpsd v mozilla, argd j Go @_Seamhl LF—;;‘:; b
Open File. . Ctil+0 -
Close Tah Child tez 4 Plugine 4 Extensions ¢ Support D‘anilla Carnmrity
Claze Other Tabz s -
| Cloge'window Cril+Shift+!
Save Page Az LCl+5 =
Send Page...
Send Link...
search miSs ga
Edit Fage Ctil+E o
Page Setup...
Print Prewview
Pritit... Ct+P
wark ffine what is Mozilla?
Esit CHie The Mozilla projact maintains cheice and innovation on
the Internet by dewveloping the acclaimed, open source,
MNeed Help? ) i
Affordable telephone Mozila 1.5 web and email suite and related products
sUpport for Mozilla 1.5 s and technology.
now available,
<2 -
Mozilla 1.5
4 ﬂ' o For - j
% & 2 @ | -l

Figure 6: The arrows show the locations of the Print preview selectors.

TIP!:
Select print preview in these two ways:

+ Clicking on the Print menu selector (the button marked with a triangle shape, next to
the print button); this will open a drop-down menu with a Print Preview option.

. Select File > Print Preview from the Menu Bar.
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Navigator (Browser) Features

1.6 - IMAGE MANAGEMENT
Mozilla offers a number of features to improve the viewing of images. These include:

+ Popup blocking (According to recent polls, popups are the #1 Internet annoyance).

- Block images (block images from third-party sites, block images for selected sites,
block images in email).

- Control looping (repeating over and over) of animated images.

+ Resize images to fit the screen.

Further, by right clicking on an image, you can save an image as a file, send it as an email
attachment, and perform other useful functions.

B mozilla.org - Mozilla

File Edit “iew Go Bookmarks | Tool:  'Window  Help

i @, a @ Search the ‘Web Chl+5hift+F a c h [—:i
- i o earc | -
Back Fanward Feload S Eorm Manager 2 Frirt

H 3
, Cookie Manager ¥
ik Home | “'t Blamhr=iies Image fanager - Black Images frann this Site
4 P mozilla.org Popup Manager / Unblack Images fram thiz Site »*
Password Manager r Manage Image Permizzions "

Download Manager AN b2~ 11 = ee kg B0~ e 2~ -
mullll = d Invalved | Newsqroups | Feedb
Wwieb Development ¥ b
. ; =| Sea
Switch Profile... r
powerad by Go

Muzilla 1.5 Mozilla Foundation Launches Mozilla 1.5, Ent
User Services

Download the
browser that PC ) )
world calls We are pleased to announce new wversions of Mozilla 1.5, th

"Best of 2003." award winning Internet suite, and new Technology Preview
. releases of Mozilla Firebird (wversion 0.7) and Mozilla Thunderbin
s for Windows

(11.9MB} {wersion 0.3},

-
1| | b

e & 2 E3 o | | -

Figure 7: Access the Image Manager through the tools option on the Menu Bar.

TIP!:

Mozilla can automatically resize large images to fit the browser window. When this occurs, you
can see the full size image by clicking on the image. When you put the mouse pointer over the
image, it will turn into a “magnifying glass” icon if the image has been resized.
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Navigator (Browser) Features

1.7 - Popup BLOCKING

Popups are small windows that display automatically, and without your permission. These
windows may display on top of the web page you are viewing (popups), or below the web page
(pop-unders). Pop-ups are often advertising, and may be annoying or intrusive; Mozilla therefore
enables you to block unwanted popups (this includes pop-unders) from displaying.

In some cases, web sites (or web-enabled applications) will use popups as part of their function.
In these cases, Mozilla popup management enables you to selectively permit popups to display.

h- Pop up Example 2 - Mozilla HEE
Efile Edt “iew Go Bookmarks Tab | Tools  ‘Window Help

B I ; - """ Search the Web Chl+Shift+F
1w - . B #H G h | [6o] zo Soareh| F -
5 Back Farwand Heload  Stop I- Form Manager Ll i Frint m

E
Cookis M anager 3
»
b

it |:|" M azilla Conmmurity

v ¢ Home | J;Eookmarks { Realzass MNotes Image Manager
é ‘ Pop Up Exarple I Popup Manager

Allow Popups Fram This Site

Pazsword Manager r
Diowrload kManager

Pop up - Example 2
Web Development k
* This would be your web page. S witch Profile

If vou loak under this page you will now see the "pop under”

- e w2 Eal G | Dione | F@E A

Figure 8: The Popup Manager is accessed through the Tools menu on the Navigation Toolbar

TIPS!:

+ Look for the Popup Control Icon to signal you if a popup has been blocked.

- Ifa web page link looks like it is not working, try selecting the Popup Manager as
shown above, and selecting “allow popups from this site;” then click the link again to
see if it works.

« Mozilla can also play a sound to signal you when a popup is blocked (on the Menu
Bar, select Edit > Preferences > Privacy & Security > Popup Windows).
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Navigator (Browser) Features

1.8 - BookMARKS AND PERSONAL TOOLBAR

Bookmarks are your personal shortcuts to web sites you frequently visit. You can access or
manage your bookmarks in several ways:
1. Select Bookmarks on the Menu Bar.
- This option will also give you a menu choice to bookmark a group of tabs.
2. Drag a link from the Location Bar to your Bookmarks folder.
3. Select Bookmarks on the Sidebar.
4. Right click on a web page to get a menu option to bookmark that page.

See also the Custom Keywords section for more information on using bookmarks.

B2 mozilla.org - Mozilla =] B2
v| File  Edit Miew Go Bookmarks Tool:  ‘Window  Help
: 4 hitp: A n mczils or - . Searchl < .
H#d i i’ oA mozilla.org J E 2 Bt
= 4 Gatting Invobred with m um > mozlla.og X
At & Glance | Why Use Mozilla | License Terms | Get ;I
Rl mull ﬂ nru Invalved | Hewsgroups | Feadback
+ Bookmarks ! Search mozilla.org:l Search |
Add.. Manage & Search... powered by Goodle
Search
a Perzonal Toolbar Folder |
1 [§ Mozilla Project ‘ Mozilla Foundation Laufchej”
= o Search : —_ User Services
_‘ Google browser that PC Eack ; 3
5---_¢Yahoo! : world calls We are ple:  Fomard ersions of Mozilla 1.5, the
] o e “Best of 2003, award winr  Reload new Technology Preview
- 4 Open Directory Praject |} ol 1 :
: Il releases of Siap 7) and Mozilla Thunderbird
i nr LAnenws {version 0.3 -
= (llgMEl) lookmark Thiz Page
+ for Linux Check out  SavePagefs. = upcoming >
]EISSMBO)S ) Mozilla.org @ SendPage... dhack. The t
s for Mac ; :
(157%15) site has be e a face lift, . ” i
: offers a hos Seloat Al d users and & Ul |
iR will  shiow = evelopment
: e standards. View Page Source Get Mozilla
» History iew Page Info on CD!
For mare Mozilla CDs : .5, Mozilla
» MapQuest ; i VeeRl ey ookup al dishionan.cors } :
Ll;iogrtnha:lon, Firabird 0,7, Luo:u, _: dichonan.com bl o e s
b Caloulator 2| Relasca Notes, worldwide fr =" 'AF';Lgc'c'gle'mm i and handling?. x
T Golol - S|
% £ 2 C3) o3 | | U=l

Figure 9: Different ways to access or manage your bookmarks.

TIP!:

You can create sub-folders in your bookmarks folder to help organize your bookmarks.
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Navigator (Browser) Features

1.9 - SIDEBAR

The Sidebar is a section of your browser which you can customize to add items you use

frequently. To add or remove items from your personal Sidebar, click on the Tabs button on the
Sidebar.

¥ Getting Involved with mozilla.org - Mozilla | _|Of x| |

' File Edt %iew Go Bookmaks Took  ‘wWindow Help
Sealchl d b
2 Frirt .

Ahvwanay mozill s, ongéstart j G

[=]

» History

« MapQuest

MARS DIRECTIONS

For a U.5. map, enter
as much information as
you know:

.

address or Intersection:

ity or Town:

State: ZIP Code!

T L TN R R RS R TR R T

£ ; Il | jl

S e (= e

Figure 10: A browser window showing the Sidebar displayed on the left hand side.

The example shown in the above illustration shows that a MapQuest item has been added to the
sidebar to enable quick access to maps or driving directions.

TIPS!:

- Type to open or close the Sidebar.
+ Click the X button (see figure above) to close the Sidebar.

+ Click on a Sidebar tab to access that particular item.
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1.10 - Text Re-SizinG

Navigator (Browser) Features

A handy feature of Mozilla is the ability to easily resize the text in a browser window:

- Type to make text larger.

- Type @ to make text smaller.
« Type @ to make text original size.

The illustration below shows two browser windows. The top window shows text in the original
size. The bottom window shows text that has been re-sized to make it larger. Enlarging text can
make it much easier to read text pages with small type.

[B% mozilla.org - Mozilla

=10 x|

v File  Edit ¥iew Go Bookmarks Tools ‘Window Help

R R O rem— o] [60] . sewen| - []]]
| Back il Helosd St I’ hittp: /v, rnozilla. arg/ _‘ E 28 Searc 15l

v _’.'}Home| JBookmarks |
Lg] ’ mozilla.org | ¢

At & Glance | Why Use Mozilla | License Terms | Get Involved ﬁ

| Hewsgroups | Feedback
el

B mozilla.org - Mozilla =] _
' File Edt Mew Go Bookmaks Toolz Window Help |
| =2 e .2 .3 B — (6] |
Mozill 4 Back Farward Reload  Siop |’ ittt J E g2 Search Pritit m
; i : ozill|-
: Mepllats User [i ik Home | b Bookmarks
Download the 1 N
brawser that PC E_=| , mozilla.arg | ®
warld calls “gast of We are
i 2003 " : ; T
' S fgf;;ge At A Glance | Why Use Mozilla | License Ter=
e for Windows e mull ﬂ_nru Involved | Newsgroups | F-
(11.9MB) |
« for Linug
== Check
(15.4MB) Mozilla. rg: Search |
* for MacOS ¥ site ha; 4
{15.2MB) e o pawered
| Get Mozilla 1.5 on \:VLI!_ JS_}-
(% O 2 B & | Download

. Mozilla 1.5

Download the
browser that PC
World calls "Best
af 2003."

o fnr Windnwe

Mozilla Foundation Launches Ma
1.5, End User Services

We are pleased to announce new versic
Mozilla 1.5, the award winning Internet .
| _"

| e &b 2 BB @& |

| -

Figure 11: Original size text (left) resized to make it larger (right).
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Navigator (Browser) Features

1.11 - THEMES

Mozilla themes (similar to skins) are “window dressing” which give Mozilla a look suited to
your personal style. As the figure below shows, your theme selection determines the style of the
browser menus, buttons, and other features, but does not alter the way a particular web page

displays. Mozilla has two standard themes, and you can download many more themes from the
Internet.

B mozilla.org - Mozilla
,_‘7

File  Edit Miew Go Bookmarks Tools ‘Window  Help

B?c(k ~ F:&u / H?oad qgévig’ | b rownm | Elﬂl Pint

| _/I‘iHDITIB| .&Bookmarks

2 (Bt Getting Involved with mozilla.org - Mozilla

. File Edit “iew Go Bookmarks Tool: ‘window Help

G O 0 O |’ http: A rozill. | [ Go [QL Search ] c:go

= ﬂi Home | EJBookmarks

e

Dc lﬂ "ﬁ Getting Involved with mozilla.org - Mozilla
T File Edit “ew Go Bockmarks Tools ‘window Help
v
d @ |’ hittp: £ Awna mozilla, orgstart/ E}| @ @ @O
| E o @}Home %Bookmarks
| | !| & @ ’ Getting Involved with mozilla.org
— = mOzZitid.orE
G
I mozlla.or
O || | Ara Glance Getting Involved with Mozilla
m Why TTse Mozilla
License Termis Cengrafulations! T ou've downloaded (or compiled) a copy of
Cret Trrolsred Mozilla. This means that you've volunteered to become part of the
Ioalla testing community. (If that doesn't sound like something you [
‘IMM acens st & o TP I T PN NP S SYSYNS = n e & Y F S Sy P | ..-1“..-..-.%’_
CC T TG oo | et
Figure 12: Browser showing three different themes: Classic, Modern, and Orbit Retro.
TIPS!:

« To change themes: On the Menu Toolbar select View > Apply Theme (pick the new
theme you want).

+ Get more themes: On the Menu Toolbar select View >Apply Theme > Get New
Themes.
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Navigator (Browser) Features

1.12 - FIND AS YOU TYPE AND CARET BROWSING

Mozilla offers some very useful features to enable you to find information within a displayed
web page. These features are selected as follows:

/ [Forward slash] Find text as you type

Example: Type /mozilla to find occurrences of the word “mozilla” in a web page.
Type @ to find additional matches after the first match.
Type @ to find previous matches.

' [Single quote] Find links as you type

Example: Type 'mozilla to find links containing the word “mozilla” in a web page.
Type @ to find additional matches after the first match.
Type to find previous matches.

F7 [F7 function key] Caret browsing

This will display a “caret” or position symbol ( like this: | ) on the web page. Use the

arrow keys to move the caret; hold down the shift key to select text. This enables you to
select text on a web page without using the mouse (“keyboard only” text selection).
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Navigator (Browser) Features

1.13 - FormM MANAGER

The Form Manager is a very useful feature which allows you to save information you have typed
into a web page form, so you can use it again later without having to re-type the same
information. The Form Manager is accessed by selecting Tools on the Menu Bar as shown
below.

% HTML Form Example - Mozilla =] E3
;Eile Edit “iew Go Bookmarks Tab | Toole  Window  Help

¢ y A B [gsuchieweb CubshitF ——— =
B I- Form Manager &l i Bt Iealchl T
Back Farward Reload  Sthop Eill i Farrn Frit

Lookie Manager Save Fom [nfo
1} Home | J Bookmarks 4 Release Motes |mage Manager —

4
4
4
4

Pooun Manader Edit Farm [nfo

s _l Google Search; form example S 2 Manage Sites X
Pazsword b anager r

december.com / html Pa  Download Manager World of Gelato =

¢ Su e Gelato Cases, Ice Cream Equiprnent,

HTHL Station - Tutar - Demo - ha ‘Web Development » Disposables, Cafe Design & Build

Specs - Techs - Books . , Ads by Google
Switch Profile. ..

Yourage: [

Your gender. € Male © Female

Check the all names of the peaple listed whom you have heard about —
I Marc Andreessen I Lisa Schmeiser I Al Gore I Boutros Boutros-Ghall

What is your favorite Web browser? [ Netscape x|

Yanilla -

Chocolate ﬂ
Which of these ice cream flavors have you tried? | Cherry Garcia 7
Guess the secret password: |

Do you have an informal nickname? ® No € Yes, iti5:|
Enter your personal motto:

| 111 is well that ends well. -
1| | »d

(5t & 2 63 & | -

Figure 13: Selecting the Form Manager (browser window shows web form).

TIP!:

Use the Help option on the Menu Bar to get detailed information on using the Form Manager.
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Navigator (Browser) Features

1.14 - PAssworD MANAGER

The Password Manager function will activate automatically whenever you access a web page
that asks you to enter your name and password. When you “submit” the page to send this
information, the Password Manager will ask you, "Do you want Password Manager to remember
this logon?" If you answer yes, then your name and password will be saved — the next time you
access that web page, the values will be filled in for you automatically.

¥ mozilla.org - Mozilla

File Edt Yiew Go Enukmarks Tab | Toolz ‘Window Help

i 3@‘ a ’ I— Search the web Chl+Shift+F G - h|
- earc
Back Forward Reload Stu:up Eorm Manager A Frirt

Cookie Manager

=]

i _’.'*Hu:ume| JBDkaarks Image Manager
4 P mozilaong Popup Manager
Password Manager L
II Download Manager Manage Stored P
mull ﬂ.l Web Development b
Search
Switch Prafile. .
powerad by Google
| Download
Mozilla 1.5 Mozilla Foundation Launches Mozilla 1.5, End
User Services

Download the
browser that PC . _
world calls “Best VWe are pleased to announce new wversions of Mozilla 1.5, the

of 2003." award winning Internet suite, and new Technology Preview
releases of Mozilla Firebird {version 0.7) and Mozilla Thunderbird
{wersion 0.3),

e for Windows

{11.9MB)

e for Linux Check out the beta wersion of the upcoming .
(15.4MB) Mozilla.org web site and give us feedback. The ﬂ

» for Macos % site has been rearganized and given a face lift, T
(15.2MB) offers a host of new resources for end users and &£ UL
L i will show off the latest web development
et Mozilla 1.5 an
ch, standards, Get Mozilla v

5% & 2 6 -

Figure 14: Access the Password Manager through the Tools option on the Menu Bar.

TIPS!:

+ Use the Help option on the Menu Bar to get important information about saving
passwords, and using a master password to secure your password information.

«  Modify your saved password settings using the Password Manager as noted above.
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Navigator (Browser) Features

1.15 - Custom KEYwoRDS

Custom Keywords are a powerful feature which enables you to create your own personal
keywords which you can type into the location bar for quick access to your favorite sites. Here is
how you can use this feature (this assumes that you have already created a bookmark for the site
you are interested in; in this example we will use Google as the bookmarked site):

First: Select Bookmarks — Manage Bookmarks. This will open the Bookmark Manager.

(8% mozilla_org - Mozilla M=l E3
File  Edt “iew Go | Bookmarks Tab  Tools  Window  Help

i ; Bookmark Thiz Page  Chil+D f_:f
Back | Fowad | FileBookmark.. Cubshited |/ 7| |8 &Sﬂﬂmhl el M_m

Bookmark, Thiz Group of Tabs. ..

=]

-("* Haome | 'ﬁt Bookmarks Manage Bookmarks... Chi+B
£ W mozila.org (1§ Personal Toolbar Falder 3 w
D" Mozilla Project »

b Glance | why Usze Mozilla | Licenze Terms | Get =

Involved | Mewsgroups | Feedback

D" Search

Search mozilla.org: I Search |—

powarad by Google

| Download

-

Muzilla 1.5 Mozilla Foundation Launches Mozilla 1.5, End

User Services
Download the

browszer that PC ) .
world calls “Best YWe are pleased to announce new wersions of Mozilla 1.5, the

of 2003." award winning Internet suite, and new Technology Preview
releases of Mozilla Firebird {version 0.7) and Mozilla Thunderbird
{wversion 0.3).

e for Windows

{11.9MB}
* for Linux Check out the beta wersion of the upcoming <
(15.4MB) Mozilla.org web site and give us feedback. The ﬁ :
* for MacOs ¥ site has been rearganized and given a face lift, . t-rr'
(15.2MB) offers a host of new resources for end users and & [
4 | will show off the latest web development
et Mozilla 1.5 on .
i <o, standards. Get Mozilla |
3% B 2 @ Done ey

Figure 15: Selecting the Manage Bookmarks function from the Menu Bar.

Continued on next page. ..
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Navigator (Browser) Features

Second: Select a bookmark in the Bookmark Manager menu by right-clicking on bookmark.
Select Properties in the drop down menu to access the Properties Menu.

% Bookmark Manager

T{Eile Edit Yiew Toolz ‘Window Tabh  Help

r Mew Folder Mew Separatgr| Mwe...| Properties... Bename.. Delete

r Search |
Mame | Location | Description |E|
=] .ﬂ Bookmarks for kg-test

@ Ferzonal Toolbar Folder

EI-@ Search

Google kittp: 4 Ay, google, o Open m
l " ahiool http: /A pahoo, com/ Open in Mew Windaw
l Open Directory Project kitpcd e drmoz. arg Oper it Mew T ab

B Mozila Project

Mew Folder...
Sort Falder...
Sort Folder by Mame

Cut
Copy
Paste

Move Bookmark(z)...

Rename...

Delete

http: £ e google. com. A~

Figure 16: Accessing the Properties Menu for a selected bookmark.

Continued on next page. ..
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Navigator (Browser) Features

Third: Type a keyword of your choosing into the Keyword box in the Properties Menu. In the
example below, the keyword has been set to google, but you can choose any word you like.
Based on this example, you can now type google into the Location Bar to immediately access the
Google website.

TIPS!:

F"'F Properties for "Google™

Infa | Echedulel ﬂu:utif_ul Setting aof Ial:-3| E:-:tral

Mozilla can remember web page locations
Type the page name and location in the fields

below, then click OF. Select the page from

Bookmarks menu or pour Bookmarks Sidebar tab to

vizit the page.

ar Yol

the

Mame: | G oogl

Iv Show as Tabs' Label

Location: | hittp: A Avwe, google. com.

Keyword: | google

Dezcription:

—

Cancel

Figure 17: The Properties Menu for the Google bookmark. The

keyword has been set to “google”

Use the Help option on the Menu Bar to get more information on using and managing

bookmarks.

See the article How Cool are Custom Keywords? in the appendix (Section 6.4) of this

manual for advanced options for using custom keywords.
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Section 2 :: Mail

2.1 - MAIL WINDOW — NAMING THE PARTS

The mail window (see figure below) consists of three panes:

1. Sidebar — Displays a list of message folders (and multiple email accounts, if you have
more than one)

2. Message list - List of messages in selected folder (select folder in Sidebar).

3. Message pane - Displays selected message (select message from message list).

-&\ Test message - Inbox for moztest@earthlink_net - Mozilla

v File  Edt Yew Go Message Took ‘Window Help

Y WYY F
| Get Megs Compoze Reply  Repledl  Fonward et Junk  Delste

| Mlame |F;_| e IAII vI Subject or Sender cantains: | Clear

=] _Eél moztesti@___ink.net

'

25 Inbox (1) E Subject |EI Sender | ﬁl Date I Pricrity |53
@ Drafte [=1 Thank Y ou from EarthLink —=_FarthLink Customer La... # 3/b/2003 8...

Templates =

@ Sent

@ Trazh

Q Local Folders

=l Subject: Test meszage
From: Moz Test <moztest@earthlink. nets
Date: 8:24FM
To: mostest@eanthiink net

2 £l 2 B &3 | Urvead: 1 | Totak 2 @ o

Figure 18: Example of Mozilla mail window.

TIP!:

+ Click on a column heading of the message list (Subject, Sender, Date, Priority, etc.) to
sort by that heading; click again to reverse the sort order.
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Mail
Mail Window Layout

Mozilla also lets you select the type of mail window layout you would like. From the Menu Bar,
select Edit > Preferences > Mail & Newsgroups > Windows. You will then have a choice of
either of the two mail window layouts shown below (Note: For the change to take effect, you
must close and then re-open the message window).

MESSAGE SIDE- MESSAGE
LisT BAR LIsT
SIDE-
BAR
MESSAGE MESSAGE
PANE PANE
% Prasildc i:-il fnun SuwcnE Db liabealhlink. il % Fuililc junk il lian Sume0nd 273 Inbuk lu uncbea@eaihlboe Wiy

; Fil fis B dsma Tk Hi G B. B S 3 Ao Des Midw Ha
M i e : ol [ S e P o :
g B N ol :3 3 % I3 mﬁ :! T . _E"J oW o ;o ) m
Gotetkagr  Lmrats | mpe DERAL Danad | Rm Jrl ek L i febar ewa | ek Dl Toaer | dag ok Cess
Mawa 10| |-¢ T e e e i | Ha . | Wrasae [ e [ sielmd o B B R T | 1308 |
= et I 1= mnztez ok nnl -

[ g ewa g Sl i |57] sk 1 | hule B PRI 1] finiert ] e BT E

BHY 11 Theamth Y uu Tun E-athlips wwa ..+ WG/Z003 e : wham UMk uge s s
I 3 Imp e I wlwerass Mm' Bl | LT v ha =
| el = A el B

..g?...—..u'..m.x e 'HN '

: = Sulgeel Puanlde pad iwal lu Sonclod &5
R

[ 52 B | [ = [ e | A | lnast s [ Tar 4 3

Figure 19: Mail Window layout options.

TIP!:

+ Click and drag on the bar dividing two panes to re-size a pane.
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Mail
2.2 - MEssace CoMPOSITION

Message Composition Window

To create a new mail message, click on the Compose button; this will create a message
composition window as shown below.

[% Compose: Message Topic Goes Here

File  Edit “iew Irsert  Format  Options  Took  Window  Help

2 | S 2 . 8 . @ .
i Gend bddiess  Attach Spel  Securky Save

From I Moz Test <moztest@earthlink.nets

=1 To: IE nobodu@Enouwhere, com

Subject: | Messans Topic Goes Here

|BoyTer 3| [vaisewrn -/ B A B T U =

W
i
L4
£ 3
il
[

v By D~

This 15 the message body. Use the Farmaiting Taodhar to do this:

o Bullet lists
0 Indents

s Bold text

8 Jfalic fext
1. Mumbered lste
2. Other stuff

[ & 2@ « | =/

Figure 20: Mail Composition Window.

TIPS!:

- Use message composition to set bold, italic, and underlined text, for font and text size
selection, indenting, bulleted and numbered lists, and to insert objects (images, tables,
links, line, anchor).

+ Drag and drop files to the Attachments Area to attach them to a message.

« Double-click the Attachments Area to get an attachment menu.
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Mail

Smileys

Smileys are a popular feature in email messages (the name comes from “smiley face”). Smileys
are graphical “punctuation marks” which you can insert in your email messages to indicate

various emotions (smile, frown, wink, etc.). Mozilla makes it easy to insert smileys from a menu
on the Formatting Toolbar.

Smileys are sometimes entered as “sideways text” (for example, “smile” would be entered like
this:

:-) [Tilt your head to the left to see the “face”]

rﬁ ompose: Smileys

File Edit Miew Inset Fommat Options  Took  Window Help

2| B 2 . 8 - @ -
Send Address Aftach Spel  Secunty | Save

i| From: IMDZ Test <moztest@earthlink net: ;I -Attachments:

3| Tor (&2 nobodpEnowhere com

Subject | Smileys

oo ten o [varicbewin | M- g AF B T

—
I
i
&

il

[ith]

4

(k!

4

&S e ~
@ Frawr

55 Wik

@ T angue-out
@ Laughing
@ Embarrassed
& Und
@ Surprise
@ Kisz
gyl

@ Conl

@ Maoney-Mouth
@ Foot-in-Mouth
é‘_{) [ntacent

Z)Cy
Bt Bl P Bl oF | @Lips-are-Sealed

B

Did you know that stileys are also called emoticons? @

Figure 21: Selecting the smiley menu.
TIP!:

«  When you receive a message containing a “text smiley,” Mozilla Mail will
automatically convert it to the corresponding graphical symbol.
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2.3 - SPELLCHECKER

Mail

When you are sending email, you can use the built in Spell function to check the spelling in your

message.

% Compase: Lsing the spell checker

Spelle Security
From: | Moz Test <moztest@earthlink.nel>‘\

To: nobody@earthlink net
To: [

dittachments:

r Fle Edt Mew Inset  Fomat  Dptions Tools  Window  Help
| W g . a2 . e.
HoGend | Addiess  Attach Save

Subject |Using the spell checker

| Body Test  w| | Ve Wi

The 5pE

checker can help you

Check Spelling

Misspelled word:  spel

Recheck Page

Replace mith: |spe|| Check 'Word
Suggestions:

spiel Beplace lgnars

spex Replace A Ignore Al

:Ej\' Perzonal Dictianan:

Add Ward Edt.

Language:

Engish/Urited States - Ciose

S £ 2 D) @ |

M-

Figure 22: Spell checking can be selected when the cursor is in the body of the message

compose window.

If the spell checker finds a misspelled word, it will typically suggest corrections. You can double-
click on a suggestion to choose it, or if there is no acceptable suggestion, you can simply type in
a correction. You can also add words, acronyms, etc. to your personal dictionary; words matching
entries in your personal dictionary will be accepted as correct. Warning: The spell checker does
not check spelling in the Subject box!
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2.4 - MESSAGE VIEwS

Mail

Message views help you quickly locate messages in your Inbox (or other folders). There are two

basic view options:

1. View category — select a list of messages by a specific category (see figure below).
There are twelve pre-defined categories, and you can also create your own custom

categories.

Subject or sender — type a name or word into the indicated box, and only messages

with a matching sender or subject will be listed. Click on the clear button (to the right

of the box) to clear the box.

You can also use combinations of the two options, selecting both by view category and by

matching text.

&‘ Possible junk mail from $omeln3 ?7? - Inbox for moztest@eanthlink_net - Mozilla

M |

' File Edt View BGo Message Took Window Help
b - 5 P i 2
i L Y bk g ? S/ TEGOR
H Get Mgz Compose FReply  Replt &l Forsard Mest  Jun o e —
Mame. | Uﬂf---l TI St |_E"ﬂ Wigwr | Mok Junk B Subjest or Sender contains; | Llear
=&l moat....net ’
: - all —
Jlnhmc 1 2 nym Elﬂ Urread gl Sender |ﬂ Date "_l Friorit E
@ Drafts g = > EamthlLink Cu... 4 3/5§200...
: 5 —_
?"'@Tem...tes : = lwmpTanl " . y * B2pPM
i i ar
] Sent 21KE |
i i Perganal
-4 Trash ToDo
# = Loca.. ders L
q Feople | Knove
i Recent hail
Last 5 Days
Nk Junk
Haz Attachrments

Customize...

|“.ﬁ PR ARErs 7 | 2 matches found

rread: 1

Tokal: 3 )=®= A

Figure 23: The message View drop-down menu.
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Mail

2.5 - LABEL

The label function lets you label (color code) a message based on one of five different categories.
You can do this manually by right clicking on a message and selecting the Label option and
preferred category as shown below, or automatically by creating a message filter as explained in
the section on Filters (Section 2.7).

/% Test message - Inbox for moztest@earthlink_net - Mozilla
Y File Edit Wiew Go Meszsage Toolz ‘Window Help
AR
i GetMsgs Compose Feply Replyal  Forward Mext Junk  Delete
Mame IEI g | All vl Subject or Sender containg: | LClear |
£ E) moztest@earthlink.net
= Inbax [1] EI Subject IE” Sender |i| Date | Priority IEFJ

| @ Dirafts [=1 Thank *You from EarthLink + EarthLink Customer... <« 9/5/2003 ...

@ Templates =] Test meszage » Moz Test » 1141172003 ..

@ Sent =1 Possible junk mail from $omeln3 ... T Moz Test + 11/1/2003 .

@ Trash B Sample sgile T v 3

El_-| 2 ekt Open Meszage in Mew \Window

[ Subfolder Beply to Sender Only

= = Local Folders 4 Reply to &l

2= Unzent Messages e

@ Diraits ! Edit &z Hew...

@ Templates Maove To 4

- Gent Copy To 4

@ Trazh * O Mone |

L — b ark e |
From: E 2aVE 8L,
Date: 1 Pritit Presview 2 Toiai
i : 3 Personal
Tq
A4 ToDo
5 Later

it Bl 7 Al @ | | | Unread: 1 | Total 4 |=®= 4

Figure 24: Right click on a message to label it. In this example the second message has already been
labeled as “Important.”

TIP!:

You can change the names and colors of the label categories by changing your Preferences (on
the Menu Bar, select Edit > Preferences > Mail & Newsgroups > Labels).
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2.6 - MESSAGE FOLDERS

Mail

Message folders are like file folders for your messages. Use message folders to store and
organize messages you do not want to keep in your Inbox. You can create as many folders as you
need to organize your messages, including folders within folders (sub-folders).

-&\ Sample smiley - Inbox for moztest@e arthlink_net - Mozilla

= @ moztest @earthlink_net

4 Rle Edit Miew Go  Message Took "Window Help

B N e @ B2 8w
2 Get Mags Composs Reply  Reple &l Fonwvard Mest  Junk  Delets

Mame I Eﬂl Wiz | Al vl Subject or Sender caortains: | Cleat |

_“, Unzent Mes

- 5 Inbox (1) El Subjsct |T__"I_I Sendar | Q-I Date I Fricrity |EE‘,
@ Drafts =1 Thank You from E arthLink = EarthLink Customer... « 9/5/2003 ...
. Templates TLest messags o Moz Test = 114142003
@ Sent oasible junk mail from $omeOn3 ... T Moz Test « 11172003 ..
,@ Trach ample smiey * Moz Test 3
E--_—, Sample Folder
[y Sublolder af———
=1 =] Local Folders .

@ Drafts
Templates
@ Sent
@ Trazh
. vample smiley
From: Moz Test ¢moztest@earthlink nets
Date: 17/11./2003 10:15 P
To: Moz Test <moztest&Eearthlink nsts

Thiz i= an example of a smiley entered as text @

| e &b 2 ED @ |

I rnead: 1 | T otal 4 E o

Figure 25: Message folders are shown in the sidebar to the left of the message list.

TIPS!:

« To file a message to a message folder:
« Drag and drop a message to a folder.
- Select File from the Menu Toolbar.
« Right-click on a message and select the Move to option

 Create no more than 5 — 10 general folders at the top level, with sub-folders for more
detail (so you can see all high level folders in your sidebar).

+ Corporate IMAP users: Avoid using Local Folders — creating your folders on the
IMAP server will promote security and accessibility.
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Mail
2.7 - FILTERS

Message filters can be created to help manage your email. For example, using filters you can
automatically process new mail to file it, label it, delete it, change priority, flag it, or perform
other actions. To access message filters, start the Mail application; on the Menu Bar, select Tools
> Message filters... You will see something like the Message Filters menu shown below.

: Mezzage Filters H=] B3

Filters for: I rmoztest@earthlink. net j Filker Lag

Enabled fikers are mwin automatically in the order = hown below,

Filter Mame I Enal:uledl Mew. .
Important stuff e
Edi,
Cielete
Help
Move Lip
b et Dlioain
Rurn zelected [erlz] G | [rbioy ;I Fin Maow

Figure 26: Message filter menu showing a filter called “Important stuff.”

You can create as many filters as you like. The filters can be customized to select messages based
on subject, sender, date, age of the message, and other criteria (and combinations of these).

TIP!:

« To create filters, on the Menu Toolbar select Tools > Message Filters...

- Create a message filter to flag or label messages sent to you by key people in your
organization.
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2.8 - Junk Mair. CoNTROLS

Mail

Junk Mail Controls enable your email reader to automatically (almost) recognize and remove
junk mail (also known as spam) from your email Inbox. It is “almost automatic” because a small
amount of preparation is required; after you log in to your email account, do the following:

First: Enable junk mail controls.

Second: Train Mozilla to recognize junk mail.

Third: Maintenance to keep junk mail control current.

First: Enable Junk Mail Controls

From the Menu Bar, select Tools > Junk Mail Controls...

"% Inbox for moztest@earthlink.net - Mozilla

220 Inbox [1]
@ Diafts
@ Templates
@ Sent

@ Trash

EI-_‘| Sample Folder
_‘| Subfolder
=l =} Local Folders
_‘*. [Inzent Meszages
@ Drrafts
@ Templates

@ Sent

% Trash [208)

.Y S
et kagz Compoze Reply
M ame |E| Wiew
= Eél moztest@. __ink.net

File  Edt “ew Go Message | Toolz  ‘Window Help

Search Meszages..,

Clil+5 hift+F @

Clear

o |

|ﬂ Date ‘Fl Priciity |g

Search Addreszes... |ete
tdezzage Filters... contains: I
Buri Filters on Folder )
Junk. Mail Contrals. .. |

Run Junk tail Contralz on Falder 5 nk Custo...

Delete Mail Marked as Junk in Folder t

|mpart... :

t
Pazzword b anager J

Download Manager

Web Development ]

Switch Profile. .

+ 3/942003 ...
+ 1141142003 .
+ 11142003 ..
+ 11142003 ..

Welcome to Mozlla Mail & Newsaroups —

[

b £b 2 Ed o3 |

Unread: 1 | Tatal: 4 |='1D= 4

Figure 27: Select Tools from the Menu Bar, then select Junk Mail Controls.

Continued on next page. ..
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Recommended settings for the Junk Mail Controls menu are shown below. Make sure the eight
settings marked below are set. Now click on OK to save your settings.

v Junk Mail Controls

Account: I mioztest@earthlink. ret _'-'J Junk Mail Lag |

Junk, mail controls evaluate vour incoming message: and identify thoze that ane most
likgly to be junk mail, or unsobicited mail & junk icon is dizplayed if the messzage is
identbhied az unk meal,

Junk mail cantrals can Be fingtuned by using the Junk Mail toclbar buttan ta mark
_junk messages approprately.

¥ Enable junk mail contols

[v Danat mark messages a3 junk. mail if the sender is in my address book:

I Personal Address Book _:!
W tove incoming messages detarmined ta be junk mail to: 3 I
& “Junk" folder on: | maoztest@earnthlink nat b

= Other: moztest@earthlink net v |

5 )iz

!

/

¥ Butomatically delete junk messages older thani [14 days from this folder
Ia_\ﬁ when | manually mark messages as Junk: DON"T
& ove them to the "Junk" folder FORGET
'-'ﬂ Delete them THIS!
ak, Cancel Help

Figure 28: The Junk Mail Controls menu.

TIP!:

Do not automatically move junk mail (see #3 above) until you have completed initial junk mail
training (until then, you can manually delete real junk, and “un-flag” false positives). When
you're satisfied that the training is working, go back and set the preference to automatically move

junk mail to the junk folder.

Continued on next page. ..
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Second: Train Mozilla to Recognize Junk Mail

Now you need to teach Mozilla to recognize messages you consider to be junk. You do this by
clicking on the junk icon next to each message that you consider junk. In this way, Mozilla learns
to recognize patterns that identify mail as junk. Initially, you may find that Mozilla will
incorrectly identify a good message as junk; when this happens, simply click on the junk icon to
flag the message as “not junk” (this will also help Mozilla learn the proper patterns).

When you first begin training Mozilla to recognize junk mail, you will need to check your junk
mail folder to recover false positives (good messages marked as junk). When there are no more
false positives (or very few), you will know that your junk mail controls have been properly
trained. The training period typically takes a few days, but it may be shorter or longer depending
upon how much mail your receive, and how much of it is junk.

‘&- Possible junk mail from $omeln3 777 - Inbox for moztesti@earthlink.net - Mozilla

# = Local Folders

T File  Edit Wiew Go Meszage Toolz Window Help
BN N
i GetMsgs Composze Feply  Replpall  Fonward Mest  MotJunk  Delete
Nag”;r I Unreadl Totall SiZEJ EH;' e I.i\ll vl Subject or Sender containg: I Clear |
B moztes. . nk_net
_?:-i:;'ijlnhux 1 3 BKB EI Subject IE_I Sender |1| Date '\'l Friarity |EFY‘

@ Dirafts [=1 Thank You from EarthL... + EarthLink Custo... « 9/5/2003 __.

@ Templates [=] Test meszage » Moz Test o 524 P

@ Sank 2 1KB B8 Possible junk mail from $om.. €@ Moz Test

@ Trazh

% Mozilla thinks this mesgage iz junk mail 7 Mot Junk
=l Subject: Possible junk mail from $ome0n3 ?7?7?
From: Moz Test <moztesi@earthlink net:
Date: 8:29 P
To: Moz Test <moztest@earthlink. net>
Thizs is not really junk mwail. I just sent it as a test.
| it &L 2 G&l o ! | | Urrsad:1 | Totak 3 ;=TD-; 7

Figure 29: Message window showing one message flagged as junk.

Continued on next page. ..
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Third: Maintenance

Once your junk mail controls are working, you will need to continue to perform the following
regular checks:

Check your junk mail folder for false positives.
If you find legitimate mail marked as junk, click on the junk icon to mark it as
good mail, and drag it to the Inbox folder .
Mark any new junk messages in your Inbox as junk, to keep your junk mail controls up
to date.

Unfortunately, it is not possible to just train your junk mail controls and then forget about them.
This is because the junk mail senders are continually coming up with new tricks to get around the
junk mail controls. In practice, however, you will find that the junk mail controls will catch most

junk mail, with very few false positives.
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Section 3 :: Address Book

The Mozilla Address Book stores email addresses for sending messages (and also stores other
“people related” information like telephone numbers, addresses, and so on). Using the Address

Book component you can do the following;:
« Access your business (LDAP) directory.
« Maintain one or more personal address books.

« Create and maintain email distribution lists.

You can get to the Address Book by any of these methods:
+ Select the Address Book icon on the Component Bar.
« On the Menu Bar, select Window > Address Book.

+ Type [Ctrl][ 5 |

 Select Address while composing an email message.

% Address Book
T File Edt “ew Tools Wndow Help
s o ¥ Yy 2 4
i MewCand  Hew List | Propaties Compose M Delete
Address Books I Marre or Email contains; | Clear Advanced..,
Pergonal Address Book {
S T— Hame Emal Scieen Name Organization \Wark Phone e
| SEARCH
| Card for Moz Test
Contact
i Display Mame: Moz Test
Email: moztesti@earthlink_nat
i
b b o/ Bl on | Total Carde in Personal Addiess Baok: 1 @ o/

Figure 30: Address Book menu.
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Each Address Book entry is associated with an address card. Each card has three sections, or
tabs, for recording information related to a particular entry.

¥ New Card

Add to:

Perzonal dddre:

Contact | .-‘-‘«ddressl Dther'

~ Name Contact  Addiess | Ot |
st I ~ Hame Eontactl Address  Other |
Lazt I 5
Qisl;:;:. I— Address: | Gl I
I :
Mickname: [ iy I— Em-t':'m% |
Ustom 3 |
e ‘State/Province: I_ Eristomd: |
Emel I— Country: I— S
Addtional Eml | WebPage: |
Prefers to receive meszages formatted ~ Wk
Screen Name: I— Title: I—

Department: I

r Phones
Drganization: I
Work: I Addresz I
Home: | I—
ot I City: I
Eag.er: I State/Province: |
Meckie I Cauntry: I—
Web Page:; I
ok I
Ok, I
0k, I Cancel |
Figure 31: The three sections of an Address Book card (Contact, Address, Other).
TIP!:

When viewing an email message, you can right-click on an email address for an option to
automatically add it to your address book.
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The Address Book function is also available when you are composing (creating) a new email
message. Simply select the Address Button in the message compose window (see figure below)
to bring up an address search menu (Select Addresses in the figure below). Follow these easy
steps to select addresses for your message:

1. Select the Address Book you want to search.

2. Enter a name to search for.

3. Select (highlight) from the name(s) listed.

4. Click on the type selector to add the address to your message.
5

. Repeat steps 1 — 4 to select all desired addresses, then click OK.

Eﬁ.[!nmpnse: [no subject]
EEiIe Edit “iew lneert Fomat Optione: Took  Window  Help |

: Address ‘

i| Fram: | Moz Test <moztest@earthlink. LI Alteghments:

= Too | [ |

: Select Addreszes

Look ir: | Perzonal Address Book

Subject:

IBUCi_'.'TEH' VI F

Hemove |

New. . Edit...

(1]:8 I Cancel

Figure 32: Selecting addresses with the message composer Address Menu.
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Section 4 :: Composer

Mozilla Composer is a like a word processor for web pages - you can create, edit, and publish
your own web pages. You can add tables and pictures, change font styles, and easily perform
other web page creation functions. Composer is also the “engine” used by email to compose a

new message, so many of these same functions and capabilities are available for email message
creation.

In keeping with the goal of this manual to provide information to business users of Mozilla
primarily for Navigator, Mail and Address Book, this component will not be discussed further.
However, if you are interested in learning more, use the Help option on the Menu Bar to view
extensive information on this component.

% composzer - Composer

File  Edt Wiew |nzet Fomat Tab  Table Took  Window Help

T g = . Z jiti m
MHew Open Save  Publish  Browse Print Linl, Image Table  Spell
Body Text - .I‘ s & A B 57 U = &=

[
I
Tl
(1]
L)

Introduction

With Compaser, you can create web pages in the same way you would use a word processor. You can:

o Create a bullet lsit lee this
e And this

You can also:
1. Create a numbered st

2. Like this
3. And ths

You can also hold or ifalicize text, change text color, SiZE‘ or style, and so on

‘Create a table |Edit a table
‘Modjfy a table
|
# Ngrmall HTHL Tagsl HTHLY Suurcel b Pleviewl
6 £ 2 ED o8 | <bodp -,

Figure 33: The Mozilla Composer window.
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IRC Chat (Chatzilla)

Section 5 :: IRC Chat (Chatzilla)

This component is an IRC (Internet Relay Chat) client; chat software may be blocked or
restricted in your business environment. In keeping with the primary goal of this manual to
provide information to business users of Mozilla, this component will not be discussed further.

&8 ChatZillal _TO[x]

2| File  Edit  “iew Toolx 'Window Help

Known Networks Chat/illa 0.9.35 Connected Networks [ Al
[HELLD] Welcome to Chat/illa...
Use fattach <network-name> to connect to a netwaork, or click on
one of the network names helow.
For general IRC help and FAQs, please go to <http://'www.irchelp.
org>, for information ahout Chat/illa go to <http://'www.mozilla.
I org/projects/rt-messaging/chatzilla’>.
k]
4 [MFO] - Available networks are [dalnet, efnet, freenode, hybridnet, moznet,
quakenet, slashnet, undernet, webbnet].
| [MFO] Type fhelp <command-names for information about a specific command.
| [NFO] - Currently implemented commands are [about, alias, attach, away, cancel,
channel-charset, channel-maotif, channel-pref, charset, clearview, client,
K commands, css, ctop, delete-view, deop, desc, devoice, disable-plugin,
Il disconnect, echo, enable-plugin, eval, eval, exit, exit-rmozilla, focus-input,
header, help, hide-view, invite, |, join, join-charset, kick, kick-han, leave,
list, list-plugins, load, log, me, motif, msg, name, names, netwark,
network-charset, network-motif, netwark-pref, networks, nick, notify, op,
open-at-startup, part, ping, pref, query, quit, quit-mozilla, quote, rlist,
server, squery, stalk, statusbar, sync-output, tabstrip, testdisplay,
toggle-ui, topic, unstalk, user-charset, user-motif, user-pref, userlist,
usermode, version, voice, wha, whois, whowas). -
*client™ I
| t
6 &L 2 E3) @3 | Welcome to ChatZilal 4

Figure 34: The Chatzilla client page.

Note:

The current version of Mozilla help contains no information on this component. However, you
can find extensive information on the Internet at this location:

http://www.mozilla.org/projects/rt-messaging/chatzilla/
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Section 6 :: Appendix

6.1 - INFormMATION ABOoUT MOZILLA

A huge amount of information about Mozilla is available on the Internet. Here is a brief selection
of some of the most useful web sites:

The home site for the Mozilla Foundation, and the  http://www.mozilla.org
main site for official Mozilla information.

The “Mozilla Magazine” for news and discussion  http://mozillazine.org
about Mozilla.

Another Mozilla news source. http://mozillanews.org/
Documentation for end users of Mozilla. http://www.mozilla.org/docs/end-user/
Source for Mozilla themes. http://themes.mozdev.org/

Mozilla related documentation. http://www.mozilla.org/catalog/
Extensions available for Mozilla and related http://extensionroom.mozdev.org/
browsers.

The primary site for development projects related http://www.mozdev.org
to Mozilla (Mozilla development efforts).

Page 38



Appendix

Additional capabilities can be added to Mozilla through the use of “add-ons.” A few of these
are discussed briefly in this section — see the web site references for more detailed
information.

6.2 - BOOKMARKLETS

Bookmarklets are free tools which extend the capabilities of your browser to improve search,
navigation, and web page manipulation. Bookmarklets typically work like a bookmark, but
instead of bookmarking a page, they bookmark a function (sort of like a simple macro in a word

processor or spreadsheet).

Reference site: http://www.squarefree.com/bookmarklets/

6.3 - EXTENSIONS

A Mozilla extension is software you can install to add new functions to your browser — this can
include new function bars, new menus or menu items, and numerous other capabilities.
Extensions essentially become a new part of your browser, and are included automatically on
startup once you have added them.

Reference site: http://extensionroom.mozdev.org/
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6.4 - How Coor ArRe Custom KEywoRrDs?

by Asa Dotzler

[The article below has been reprinted with the permission of the author. Some minor changes
have been made to make the terminology consistent with the rest of this manual.]

So Mozilla Custom Keywords ROCK! Not just for making shorthand for bookmarks but also for
searches and queries. Simple Custom keywords allow you to type a short string in the Location
Bar and load its corresponding Bookmark URL. To set a keyword you must first create a
bookmark for the URL. You can do this by visiting the site and using the Bookmark > Add

Current Page ( [ D ]) or you can go to the Manage Bookmarks window (B ))and

create a new bookmark with File > New Bookmark. After you have created the bookmark you
can add a keyword to the bookmark in the Bookmark Properties window (Edit > Properties,
(i ), or context menu Properties). In the Bookmark Properties window simply add a short

string to the Custom Keyword field. Now close that dialog and you can type the keyword in the
location bar, hit enter and it will load that URL.

An example I have is the bookmark for www.mozilla.org to which I've added the keyword "m.o".
So with that set I can type m.o in the Location Bar and it loads http://www.mozilla.org.
Keywords combined with autocomplete in Mozilla I seldom type more than about three or four
characters for all of the sites I regularly visit.

But that's just the beginning. Custom keywords can be used to create shortcuts for your favorite
search engines too (the 'this ROCKS!' part). Here's how it works.

I'll use Bugzilla Bug Report lookup as an example.

« Bookmark http://bugzilla.mozilla.org/show bug.cgi?id=%s (where
the "%s" replaces the part of the URL that would be the bug number/unique part of the
query string)

+ Give the bookmark a keyword like "bug"

« Restart Mozilla (seems to be necessary on some but not others, not sure why).

«  Now typing "bug 12345" in the addressbar will load that bug.

The keyword "bug" followed by a space and the bug number will load the URL
"http://bugzilla.mozilla.org/show bug.cgi?id=" with the bug number,
"12345" appended to the end of it loading the bug.

Some other really cool examples:

+ http://www.google.com/search?g=%s&btnG=Google+Search (I gave it
the keyword "google")

+ http://www.dictionary.com/cgi-bin/dict.pl?term=%s (I gave it the
keyword "dict")

+ http://climate/reports/incidenttemplate.cfm?bbid=%s (I gave it the
keyword "talkback", note that this will only work inside the Netscape firewall)

There are probably other great uses for this, just try a query at your favorite search engine and
look at the URL it generates. If you can replace your search string in that URL with "%s" you can
probably make this work. Throw in a little javascript and it's off to the races :)
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6.5 - KEYBOARD SHORTCUTS

The information in this section is taken (with some modification for print purposes) from the
following web pages:

http://www.mozilla.org/docs/end-user/moz_shortcuts.html
Topics in this section include the following:

Using Shortcuts

General Mozilla Shortcuts

Navigator Shortcuts

Mail & Newsgroups Shortcuts

Composer Shortcuts

Help Window Shortcuts

UsSING SHORTCUTS

This document uses the following format for listing shortcuts:

Example:
Command Windows Mac Linux
Copy Ctrl+C Cmd+C Ctri+C

To perform a command, press the buttons listed together at the same time. For example, to copy
in Windows, press Ctrl and C at the same time.

Tip: The plus sign (+) means that you must press two keys surrounding the plus sign at the same
time. If there is more than one plus sign (such as Ctrl+Shift+C), it means that all three buttons
surrounding the plus sign must be pressed at the same time.

Abbreviations:

Ctrl = Control key
Cmd = Command key on the Macintosh keyboard

Note: Some keyboard shortcuts perform different functions based on cursor location (“focus™).
For example, if you press Home on Windows while viewing a web page, Mozilla will move to
the top of the web page. However, if you press Home on Windows while the cursor is in a text
field, the cursor will go to the beginning of the text field.

Warning: Other applications may set conflicting control key combinations, in which case using
the keyboard shortcuts listed here may lead to unexpected results.
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GENERAL MozILLA SHORTCUTS

These shortcuts are available from all Mozilla windows:

Command Windows Mac Linux
Copy Ctrl+C Cmd+C Ctrl+C
Paste Ctrl+V Cmd+V Ctrl+V

Cut Ctrl+X Cmd+X Ctrl+X
Close Window Ctrl+W Cmd+W Ctrl+W
Delete Next Word Ctrl+Del Ctrl+Del

Go Up One Page Page Up Page Up Page Up
Go Down One Page Page Down Page Down Page Down
Go Up One Line Up Arrow Up Arrow Up Arrow
Go Down One Line Down Arrow | Down Arrow Down Arrow
Undo Ctrl+zZ Cmd+Z Ctrl+zZ
Redo Ctrl+Shift+Z | Cmd+Shift+Z Ctrl+Shift+Z
Find Ctrl+F Cmd+F Ctrl+F

Find Again Ctrl+G or F3 |Cmd+G Ctrl+G

Find Links As You Type |'(apostrophe) |' (apostrophe) ' (apostrophe)
Find Text As You Type |/ / /

Open search engine page | Ctrl+Shift+F Cmd+Shift+F Ctrl+Shift+F
Open Context Menu Shift+F10 Ctrl+Space Shift+F10
cponantins ot | e Y |7
m%vg r:(ct) et?(?%igirt\igglg)f Home Cmd+Left Arrow Ctrl+A
Move to ﬁgl‘é)"f line (in | g Cmd-+Right Arrow Ctrl+E

Exit Mozilla Ctrl+Q Cmd+Q Ctrl+Q

Start Navigator Ctrl+1 Cmd+1 Ctrl+1

Start Mail & Newsgroups | Ctrl+2 Cmd+2 Ctrl+2

Start IRC Chat Ctrl+3 Cmd+3 Ctrl+3

Start Composer Ctrl+4 Cmd+4 Ctrl+4

Start Address Book Ctrl+5 Cmd+5 Ctrl+5
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NAVIGATOR SHORTCUTS

These shortcuts are available from all Navigator windows.

BooKMARKS SHORTCUTS

Command

Open Manage Bookmarks Window

Add Page to Bookmarks

File Bookmark (to customize and file a page you are

bookmarking)

Bookmark Properties (for selected bookmark in Manage

Bookmarks window)

Pace NAVIGATION SHORTCUTS

Command

Open History Window

Reload

Force Reload (not from
cache)

Back

Forward

Stop

Home
Go to Bottom of Page
Go to Top of Page

Select All Text in Location
Bar

Open Web Page Location

Open Selected Link in a
Web Page

Exit Mozilla

Windows

Ctrl+H
Ctrl+R
Ctrl+Shift+R

Alt+Left Arrow or
Backspace

Alt+Right Arrow

Esc

Alt+Home
End

Home

Ctrl+L or Alt+D

Ctrl+Shift+L

Enter

Ctrl+Q

Windows
Ctrl+B
Ctrl+D

Ctri+l

Macintosh

Cmd+Shift+H

Cmd+R

Cmd+Shift+R

Cmd+Left Arrow

Cmd+Right Arrow
Esc

Cmd+Home

Home

Cmd+L

Cmd+Shift+L

Return

Cmd+Q

Macintosh
Cmd+B
Cmd+D

Ctrl+Shift+D | Cmd+Shift+D

Cmd+l

Appendix

Linux
Ctrl+B
Ctrl+D

Ctrl+Shift+
D

Ctri+l

Linux
Ctrl+H
Ctrl+R

Ctrl+Shift+
R

Alt+Left
Arrow

Alt+Right
Arrow

Esc
Alt+Home
End

Home

Ctrl+L or
Alt+D

Ctrl+Shift+
L

Enter

Ctrl+Q
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Move to Next Frame (in web
pages using frames)

Move to Previous Frame (in
web pages using frames)

New Navigator Window

Move to Next/Previous Link
or Form Element in a Web
Page

Open File

Close Window
Save Page As

Save Linked Page (when a
link is selected)

Print Page

Go Up One Page

Go Down One Page

Go Up One Line

Go Down One Line

Turn on/off Caret Mode

Shift+F6

Ctrl+N

Tab/Shift+Tab

Ctrl+O
Ctrl+W

Ctrl+S

Shift+Enter

Ctrl+P

Page Up/
Shift+Space

Page
Down/Space

Up Arrow

Down Arrow

F7

Pace VIEWING SHORTCUTS

Command

Full Screen (toggle)

Zoom Text Smaller

Zoom Text Larger

No Zoom (back to
normal/100%)

View Page Information

View Page Source

Windows
F11

Ctrl+- (minus
sign)

Ctrl+= (plus
sign)

Ctrl+0

Ctrl+l
Ctrl+U

Appendix

Ctrl+Tab or F6 (if F6 is not
programmed for another F6

command)

Ctrl+Shift+Tab or Shift+F6 (if F6 is

not programmed for another

command)
Cmd+N

Tab/Shift+Tab

Cmd+O
Cmd+W

Cmd+S

Option+Enter

Cmd+P

Page Up/ Shift+Space

Page Down/Space

Up Arrow

Down Arrow

F7 (if F7 is not programmed for

Shift+F6

Ctrl+N

Tab/Shift+Ta
b

Ctrl+O
Ctrl+W

Ctrl+S

Shift+Enter

Ctrl+P

Page Up/
Shift+Space

Page
Down/Space

Up Arrow

Down Arrow

F7

another command)

Macintosh

Cmd+- (minus
sign)

Cmd+= (plus
sign)

Cmd+0

Cmd+l
Cmd+U

Linux

F11 (may depend on window
manager)

Ctrl+- (minus sign)
Ctrl+= (plus sign)

Ctrl+0

Ctri+l
Ctrl+U
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Tassep BRowsING SHORTCUTS

Command

New Navigator Tab

Switch to Next Tab (when using Tabbed

Browsing with more tha

Switch to Previous Tab

Tabbed Browsing with more than one

tab)

Close Tab (Close window if one page

open)

Open link in new foreground tab

Open link in new backg

SIDEBAR SHORTCUTS

Command

Open/Close Sidebar (toggle)

Switch to Next Sidebar

Switch to Previous Sidebar Panel

Forms SHoRTCUTS

Command

Move to
Next/Previous Item in
Form

Submit Form

Press Selected
Button / Select Radio
Button)

Select an ltem from a
List

Check/Uncheck
Checkbox (toggle)

Open a Drop-Down
Menu

Windows Macintosh

Ctrl+T Cmd+T

Ctrl+Tab or CtrlI+Page
n one tab) Ctrl+Page Down Down

(when using

Ctrl+Shift+Tab or
Ctrl+Page Up

Ctrl+Page Up

Ctrl+W Cmd+W
Insert
round tab Shift+Insert Shift+Insert
Windows Macintosh

F9

F9

Appendix

Linux
Ctrl+T

Ctrl+Tab or
Ctrl+Page Down

Ctrl+Page Up

Ctrl+W

Insert
Shift+Insert

Linux

F9

Panel Alt+Page Down | Option+Page Down Alt+Page Down
Alt+Page Up Option+Page Up Alt+Page Up

Windows Macintosh Linux

Tab/Shift+Tab Tab/Shift+Tab Tab/Shift+Tab

Enter Enter Enter

Space Space Space

Up Arrow, Down Arrow,
or First Letter of ltem
Name

Space

Alt+Down Arrow

Up Arrow, Down Arrow,
or First Letter of Item
Name

Space

Option+Down Arrow

Up Arrow, Down
Arrow, or First Letter
of Item Name

Space

Alt+Down Arrow
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MaiL & NEWSGROUPS SHORTCUTS

These shortcuts are available from Mail & Newsgroups windows.

GeNeErRAL MaiL & Newscrours SHORTCUTS

Collapse All Threads

\ (backslash key)

\ (backslash key)

Command Windows | Macintosh Linux
Move to Next Mail Pane (Folder, QuickSearch, Thread, F6 F6 F6
Message Panes)

New Message Ctrl+M Cmd+Shift+M | Ctrl+M
MessaGe LisT SHORTCUTS

Command Windows Macintosh Linux

Save Messaaqe as File Ctrl+S Cmd+S Ctrl+S
Open Message (in a new window) Ctrl+O Cmd+0O Ctrl+O
Delete Messaae Del Del Del

Undo Delete Messaae Ctrl+Z Cmd+Z Ctrl+Z
Select All Messages Ctrl+A Cmd+A Ctrl+A

\(backslash key)

Expand All Threads * (asterisk key) ;g?te”s" ;e(?,)s"e”s"
Messaae Source Ctrl+U Cmd+U Ctrl+U

Go to Next Message F F F

Go to Next Unread Messaae N N N

Go to Next Unread Thread T T T

Go to Previous Message B B B

Go to Previous Unread Message P P P

Reply to Message (replies only to sender) CtrI+R Cmd+R Ctrl+R

S ol Streea e ey O 21 [CulsshiftsR | Cmd+ShiftsR | Ctrl+Shift+R
Forward Messaae Ctrl+L Cmd+L Ctrl+L
Colas New compose new emal g Ne o onue  (omase v
Mark Messaqge as Read M M M

Mark Thread as Read R R R

Mark All Messages in Selected Folder as Read Ctrl+Shift+C Cmd+Shift+C | Ctrl+Shift+C
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Messace ComPoSE SHORTCUTS

Command

Send Message Now

Send Message Later

Windows Macintosh
Ctrl+Enter Cmd+Enter
Ctrl+Shift+Enter Cmd+Shift+Enter

CoMPOSER SHORTCUTS

These shortcuts are available from Composer windows.

Command
Save Page
Open File
Close Page
Find in Page
Find Again

Insert/Edit
Link

Increase Indent
Decrease Indent

Discontinue
Text Styles

Discontinue
Link

Select
Row/Column

Select Cells(s)

Decrease
Font Size

Increase Font
Size

Text Style
Bold

Text Style
Italic

Text Style
Underline

Text Style
Fixed Width

Windows
Ctrl+S
Ctrl+O
Ctrl+W
Ctrl+F
Ctrl+G

Ctrl+L

Ctrl+|
Ctrl+]

Ctrl+Shift+T

Ctrl+Shift+K

Ctrl+Drag

Ctrl+Click (drag to select
block of cells, or continue
clicking to select
individual cells)

Ctrl+- (minus sign)

Ctrl+= (equal sign)

Ctrl+B

Ctri+l

Ctrl+U

Ctrl+T

Macintosh
Cmd+S
Cmd+O
Cmd+W
Cmd+F
Cmd+G

Cmd+L

Cmd+[
Cmd+]

Cmd+Shift+T

Cmd+Shift+K

Cmd+Drag

Cmd+Click (drag to select
block of cells, or continue

clicking to select individual
cells)

Cmd+- (minus sign)

Cmd+= (equal sign)

Cmd+B

Cmd+l

Cmd+U

Cmd+T
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Linux
Ctrl+Enter
Ctrl+Shift+Enter

Linux
Ctrl+S
Ctrl+O
Ctrl+W
Ctrl+F
Ctrl+G

Ctrl+L

Ctrl+[
Ctrl+]

Ctrl+Shift+T
Ctrl+Shift+K

Ctrl+Drag

Ctrl+Click (drag to select
block of cells, or continue
clicking to select
individual cells)

Ctrl+- (minus sign)
Ctrl+= (equal sign)
Ctrl+B

Ctrl+l

Ctrl+U

Ctrl+T
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Appendix

Herr WINDOW SHORTCUTS

These shortcuts are available from Help windows.

Command Windows Macintosh Linux

Open Help and Support Center within Navigator,

Mail & Newsgroups, Composer, and Address F1 Help Key F1

Book

Navigate Links within Content Pane (right pane) |Tab Tab Tab

Switch between Content Pane and F6 F6 F6

Search/Contents/Index/Glossary (toggle)

Navigate Index Terms (while Index Pane is Up/Down Up/Down Arrow Up/Down

selected) Arrow Arrow

Scroll Pane (Content, Table of Contents, or Up/Down Up/Down

Index) Arrow LB B TR Arrow

Expand/Collapse Table of Contents Tree Left/Right . Left/Right

Structure Arrow Left/Right Arrow Arrow

Print Page Ctri+P Cmd+P Ctrl+P

Go Back to Previous Page Alt+Left Arrow | Alt+Left Arrow | Alt+Left
Key Key Arrow Key
Alt+Right Alt+Right Arrow | Alt+Right

Go Forward One Page Arrow Key Key Arrow Key
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Alphabetical Index

Address Book 33
Address Button 35
Address card 34

Block unwanted popups
Bookmark 4
Bookmark Manager 18
Bookmarklets 39
Bookmarks 10

Card 34

Caret browsing 14
Component bar 1,2
Compose mail 22

Composer 36

Custom Keywords 10, 17
Distribution lists 33
False positives 32
Filter 28

Filters 28

Find links as you type
Find text as you type 14
Form Manager 15
Formatting Toolbar 23
Free Mozilla Software
Help 3

Images 8

Junk icon 31

Junk Mail Controls 29, 30
Keyboard Shortcuts 41
Label 26

Location bar 1, 2

Mail window 20

Mail window layout 21
Manage Bookmarks 17
MapQuest 11

Master password 16
Menu Bar 1,2

14

5

Appendix

Message (compose) 22

Message composition window 22
Message filter 26
Message filters 28

Message folders 27
Message list 20
Message views 25
Navigation Toolbar 1, 2
Password Manager 16
Personal address books 33
Personal toolbar 1,2
Pop-unders 9

Popup Manager 9
Popups 9
Preferences 26

Print Preview 7

Printer properties 7
Resize large images 8
Resize text 12

Save an image as a file 8
Searching 6

Sidebar 1,2,11

Sidebar handle 1,2
Smileys 23

Spam 29

Spell 24

Status bar 1,2

Sub-folders 10

Tab Bar 1,2

Tabbed browsing 4

Tabs (multiple windows) 1,2

Text Re-Sizing 12
Theme 5
Themes 13, 38

Web sites 38
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