CHAPTER 14

Microsoft Exchange:
E-Mail, Fax, and More

Personal computers today are being used for aaadsirgly wide range of tasks, beyond
simply creating and editing documents. Electronil tnas become a primary
communication vehicle, not only within many comgmibut also among individuals,
families, and the public at large. Additionallyagg of online information services has
dramatically increased, due in large part to e-nvditness the astounding 15 percpat
month growth rate seen by the Internet, in additiorh®rapid growth in online
commercial services, such as CompuServe and others.

The growing use of messaging and communicatioricghas resulted in a plethora of
software tools. A very real problem users face yddahat each of these different
information sources and services comes with its omigue software and user interface.
Users often have software for an e-mail client saMicrosoft Mail, a groupware client
such as Lotus Notes, an online services client asdbompuServe Information Manager,
and perhaps some electronic fax software that egitheheir modem—all in addition to
the basic File Manager they use for accessing ardpulating documents.

Windows 95 addresses this growing complexity byuiding an integrated messaging and
workgroup communications system that provides usalee-mail, fax, and information-
sharing solutions. These different services arprabented in Windows 95 with a single
user interface called Microsoft Exchange. Microgbfthange includes the following
features:

¢ The ability to send and receive rich-text e-maiksages over virtually any e-mail
system, including public networks such as the haer

e The ability to send faxes directly from the deskaémyl receive incoming faxes
directly in Microsoft Exchange’s universal inbox

¢ A complete, built-in e-mail system to quickly gedbrkgroups up and running,
including the Microsoft Mail Post Office. The systean be easily upgraded to a full
Microsoft Mail Server or Microsoft Exchange Serterconnect multiple workgroups
or the entire enterprise.

¢ The ability to move messages and documents betthediie system and mail
folders, and to organize documents using sophtsticaustom views with searching
and filtering capabilities.

«  Support for taking full advantage of MAPI-enableiphkcations, ranging from
desktop productivity to workflow and document magragnt.
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This chapter introduces the Microsoft Exchangentlesd other components of the
Windows Messaging subsystem, including Microsof saftware, MAPI, and the
Microsoft Mail Post Office.

The Windows Messaging Subsystem

Microsoft Exchange is built upon the open MessagiRy (MAPI) 1.0 architecture,

so it can work with many different e-mail systems énformation services

simultaneously and provide a universal inbox fanomnication between individuals and
workgroups. Because e-mail and other messagingeghapplications are becoming so
ubiquitous, Windows 95 includes a set of operasiygtem—level components that provide
built-in messaging services to any application thiahes

to take advantage of them.

Windows 95 ships with a number of components thgether make up the Windows
Messaging subsystem. (The tewwmdows Messaging subsystem is sometimes used
synonymously with MAPI 1.0, because Windows 95 espnts the first complete
implementation of the “extended” MAPI architectyréhese components include the
following:

e The Microsoft Exchange client.The built-in universal inbox in Windows 95, which
is used to send, receive, and organize e-mailsfeatgd other information, includes
an OLE-compatible rich-text editor used for compgsand reading messages, as
well as powerful custom views, searching, andrfili. Through the use of MAPI
drivers (described later), the Microsoft Exchanlient can work directly with most
public or private e-mail systems.

¢ The Personal Address BookThe Personal Address Book contains not only
e-mail addresses, but names, phone/fax numberkngnadldresses, and other
personal contact information. Through the open MiRdrfaces, the Personal
Address Book is accessible from a wide varietypyflizations, and through the use
of MAPI drivers, it is also the user interface fmrporate e-mail and information
services directories. The Personal Address Boolste addresses for multiple e-
mail systems at the same time.

¢ The Personal Information Store This sophisticated local “database” file allows
users to store e-mail messages, faxes, forms, deasrand other information in a
common place. The Personal Information Store fonstias the user’s mailbox and
includes a universal inbox and outbox, as wellrgsaher mail or document folders
the user wishes to create. It supports long filemmlus sorting and filtering on
various fields of the stored objects. Custom vieas be created and saved in the
Personal Information Store.

¢ The Messaging Application Programming Interface (MAPI) 1.0. These core
system components seamlessly connect the Micr&seaftange client and other mail-
enabled and workgroup applications to various mion services. MAPI also
defines a Service Provider Interface (SPI) thatvedl MAPI drivers to be written for
nearly any messaging or workgroup service.

e The Microsoft Mail drivers. This set of MAPI drivers allows the Microsoft
Exchange client to be used with a Microsoft MaitPOffice—either the “workgroup
edition” that’s provided with Windows 95 or the Itffuserver edition that's available
separately.
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¢ The Microsoft Fax driver. This MAPI driver allows the Microsoft Exchange cite
to send and receive electronic faxes in the sanyeawany other piece of e-mail.
Documents can be exchanged as traditional ‘puldidaesimiles, or in their original
‘editable’ format using Microsoft Fax’s Binary Fileransfer capability.

e The Microsoft Internet Mail drivers. This set of MAPI drivers lets the Microsoft
Exchange client send and receive mail directlyhenlbternet using the built-in
TCP/IP and PPP communications protocols provideld Windows 95.

e Optional third-party MAPI drivers. Drivers for other messaging systems
are available separately from a large number ofluesn Examples of vendors
working on MAPI drivers that integrate into the Misoft Exchange client include

the following:
¢ America Online
< Apple
o AT&T
* Banyan
¢ CompuServe
« DEC
¢ Hewlett-Packard
*« Novell
e Octel
* RAM Mobile Data
e Skytel

An Open Architecture for Open Connectivity

The Microsoft Exchange client is designed to woithwirtually any messaging or
workgroup system, whether it is LAN-based, hostellasr an online service. Transparent
access to these various messaging systems istdedibany application, not just

Microsoft Exchange. The key to this open architexts MAPI, which is illustrated in
Figure 91.
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Figure 91. The open MAPI architecture
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MAPI defines both an Applications Programming Ifdee (API) and a Service Provider
Interface (SPI). The API is used by end-user appitias, including Microsoft Exchange,
whereas the SPI is used to write drivers (sometza#edproviders). As Figure 91
shows, MAPI defines three different types of drézer

e Transport drivers provide the ability to send aaceive e-mail on any messaging
system.

« Address Booldrivers allow seamless access to any directoryicgerinailing list, or
other name database.

e Store drivers let MAPI applications read and wiitdocal or server-based message
stores, mailboxes, and workgroup databases.

As Figure 92 shows, Windows 95 users can instglicambination of drivers so that their
Microsoft Exchange client can be used for multglmail or workgroup systems at the
same time.

Properties for Bob Smith's Mail Settings

Services | Deliver_l,ll Addressing

Profile Mame IEDb Smith's Mail Settings

The following [nformation Services are set up in this profile:

CompuServe kail
ticrazaoft At wark Faw
M icrosoft Mail

S Internet Mail Service
M5 Personal &ddress Book

15 Personal Information Store

Add... | Remoyve Froperties...

Copy... | About,..

Help | 0K I Cancel | Spply Mo |

Figure 92. Configuring the Microsoft Exchange cliebfor use with
multiple services

Microsoft Exchange

As already mentioned, Windows 95 has a built-insambed e-mail and workgroup client
called Microsoft Exchange. Far more than a “babigfidled e-mail client, Microsoft
Exchange actually provides more features than dlaibexisting e-mail clients on the
market, including the current version of Microsigfail.

Summary of Improvements
over Current Microsoft Malil

Microsoft Mail is currently available as part of kdows for Workgroups and Windows
NT, as well as separately for Windows 3.1 userg Microsoft Exchange client goes
beyond the current Microsoft Mail by providing tfidlowing features:
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¢ Rich-text e-mail, including full use of fonts, co$p bullets, and so on, that supports
drag-and-drop text editing and Find/Replace

¢ Full OLE support, including visual editing and csespplication drag
and drop

¢ Built-in Remote Mail—no separate “remote” productaguired—that uses TAPI
and Remote Network Access to support all commonemsdand network protocols

¢ Full integration with the Windows 95 file systemtbat messages can simply be
dragged to hard drive directories or files can tsgded into mail folders

¢ A customizable Toolbar with Tooltips and right-&litshortcut” menus for
commonly used tasks

¢ ABIlind Carbon Copy (BCC:) feature

« Intelligent message replies that are automati¢gatlgnted and rendered with a
personal font/color, for better tracking of who reaghich comments

¢ The ability to connect to multiple mailbox filesrailtaneously

¢ Custom views of any folder, with user-defined cohsnand
sorting/filtering/categorization

¢ Integration with the Windows 95 Registry so that aan be made of Master
Password logon

Working with Microsoft Exchange

Note: Microsoft Exchange and the other Windows Messaging subsystem
components are optionally installed by selecting Custom setup and then
selecting the components during the installation of Windows 95. After
installation of Windows 95, Microsoft Exchange can be installed by opening
the Control Panel, running Add/Remove Programs, clicking the Maintain tab,
and selecting Microsoft Exchange.

Microsoft Exchange can be started in several wllys.simplest is to double-click the
Microsoft Exchange icon and start viewing e-mail amessages from the inbox, as shown
in Figure 93.
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Figure 93. The Windows 95 desktop, showing the Micenft Exchange client

To start Microsoft Exchange and read new e-maifabyhe easiest way is to choose
Open Inbox from the Start button’s Programs meswh®wn in Figure 94.

f Programs Accessoties »
& Documents  # icrozoft Office r
|5 Settings 3 Startlp 3
) Find v ER M5-DOS Prompt

& Help |
g Bun... @ Send Mew Mezzage
[@ Shut Down.. Windows Explorer

Figure 94. The Open Inbox item on the Start buttors Programs menu

No matter what application is active in Windows 88w e-mail is announced by a
notification at the right end of the taskbar, asvemin Figure 95. Other notifications
indicate whether the system is currently sendingeoeiving mail, in addition to standard
system noatifications, such as print status andithe, as well as the battery power
indicator.

o 1:40 PM

Figure 95. A new mail notification on the Taskbar
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Rich-Text Mail Messages

When designing Microsoft Exchange, Microsoft conddaextensive activity-based
planning research into how people actually use igugng their work day. One of the
strongest findings was that people use e-mailcseight times more often than their word
processor for tasks such as sending memos to peydéomers expressed a strong desire
to be able to combine the power and immediacy mféd-with the expressive capabilities
of their word processor, but most e-mail packagethe market limit messages to a single
font. To accommodate this desire, the Microsoftiaxge client includes a complete
rich-text editor that is fully compatible with OLEigure 96 shows a message composed
in Microsoft Exchange.
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Figure 96. A rich-text e-mail message with an embel@d OLE object

Because the Microsoft Exchange client works asieeusal e-mail client, it has been
designed to correctly transmit rich text and foingtover any mail system, even those
that were not originally designed to handle rickt,teuch as the Internet. The rich-text
information is automatically packaged as a sepamtepressed file attachment and is
decompressed on the receiving end by another Wis@xclient. If the message is sent
to someone who doesn’t use Windows 95—for exampiey, the Internet—the “plain
text” equivalent of the message is received, aydeanbedded objects are sent as binary
attachments.

Messages received in the inbox can be saved forefueference by dragging the
messages into any of the other folders (messages$to the mailbox. Users can also
drag a message to any directory on their locaktwork hard drives. In the latter case,
the message becomes an .MSG file but maintaireg #ie messaging-specific fields, such
as Sender, Recipient, and so on. At any time irfttige, the user can still double-click
the .MSG file to open it and then forward it to @tle-mail users.
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The Personal Address Book

A universal e-mail client needs to work with a wersal address book—one that can
seamlessly handle e-mail addresses of differemtstyy/indows 95 includes a Personal
Address Book that is implemented as a MAPI senAsea result, in addition to the local
address book that the user maintains, MicrosofhBrge has transparent access to the
address books and directory services of any otimeaiiesystem that supports MAPI. For
example, the same Personal Address Book could ahdigrosoft Mail global address
list or a corporate X.500 directory service.

For each new set of MAPI drivers installed, thesBaal Address Book adds a new
“template” to help the user in composing addresseffferent types—for example,
Internet e-mail addresses are typed on a predelinethet template. After names have
been entered, the user simply addresses e-maibse people using their names, without
having to remember complex addressing conventions.

As shown in Figure 97, the Personal Address Bos& allows users to keep vital

personal information about people, such as thkipk®ne numbers, postal addresses, and
office locations. Any phone number in the addresskican be auto-dialed using the
built-in Windows 95 TAPI services.
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Figure 97. The Personal Address Book, showing enés for people on different
e-mail systems

The Information Stores

Messages are typically stored in the user's Petdofaamation Store. Although

the Personal Information Store is a single filerasee this file as sets of folders
containing messages or documents. Normally, users & single information store
containing an inbox, an outbox, and perhaps ottak folders. However, Microsoft
Exchange allows users to create as many “storettiegdike—for example, one store for
current e-mail and another for backup or archivepses. The built-in Personal
Information Store is only one kind of informatiatoe. Any e-mail or workgroup system
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can expose its mailboxes or databases to usemfoasation stores by creating an
appropriate MAPI driver.

Information stores can be physically stored in Idié@s, or they can represent a database
on a network server. For example, when the MictoBrEhange client is connected to a
Microsoft Exchange Server, users see sets of flieiormation stores) that represent
replicated databases or “groupware” applicationtherserver

in addition to their standard mailbox folders.

In addition to storing mail messages, users came $iles or documents in information
stores by dragging the files or documents intodHeklers. (Additionally, any MAPI-
compatible forms software can store its form dathfarm definitions in an information
store.) Users might want to store these items imfanmation store, rather than in the
regular file system, for the following reasons:

« MAPI properties. MAPI associates additional fields with items indmhation
stores, such as Sender, Subject, Received Time, IBiportance, and Sensitivity.
These “properties” can be used for searchingyifiite and sorting.

¢ OLE document properties Documents that are stored as OLE compound
documents have many additional built-in propertsegh as Title, Author, Keywords,
Comments, Last Edited Time, and Number of PageerWdhdocument is placed in
an information store, these built-in properties ban
made available to the user through custom views.

¢ Rich custom views Unlike the regular file system, which displaysyoa few
standard views based on filename, date, size,@aod,snformation stores allow
users to create rich custom views of informatiordbfining the following:

¢ Which columns to show, including any of the MAPI®@ELE document
properties just described

¢ How to sort and filter the items to show only thaénterest

e Custom grouping, which allows for multilevel cateiged (or “outline”) views of
the information

Figure 98 shows a custom view of a folder createahiinformation store to display the
OLE properties of the folder's documents. This igatar view uses the grouping feature
to categorize the information by author.
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Figure 98. A custom view of a folder, showing OLE dcument properties

Users can create as many custom views of indivifildérs as they like, or they can
create views that are shared among all foldersto@usiews are useful in the universal
inbox as well as in other folders. Two possiblengeare the following:

« View the inbox by Subject to create a “conversattmead” view, in which all the
messages and responses on a particular topicategotized together.

* View the inbox by From to quickly locate and tradke-mail from a particular
person.

Remote Mall

Windows 95 includes MAPI drivers for the Microstil e-mail system, so the
Microsoft Exchange client can send and receive asd member of a Mail network—
either a full, enterprise-wide mail system or aalogorkgroup mail system that uses the
Windows 95 built-in Microsoft Mail Post Office. Miosoft Exchange users can fully
interoperate with existing Microsoft Mail users ather platforms, although rich-text
messages are converted to plain-text messagessgheto an existing Mail client.

To use mail on the road or from home, existing sis¢Mail typically purchase a separate
product called Microsoft Mail Remote for Windowsdagial into a special Mail remote
gateway. They can then preview their waiting magksages, decide which ones they
really want to receive, and then download onlydbiected messages. They can compose
new messages off line and have the messages sentadically the next time they
connect.

In keeping with the Windows 95 focus on facilitgtimobile and remote computing, the
Microsoft Exchange client is designed to provide blenefits of remote mail without
requiring any additional client software or a spégateway to dial into. Mobile or
remote users can easily send and receive e-madg tis¢ following features:

* Remote preview Using the built-in Mail drivers, Microsoft Exchga users can dial
into their network and preview the headers of theiv messages—that is, they can
see who sent the new mail, what the subject is, laaye the message is, and the
estimated time it will take to download the message
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¢ Selective downloadAfter the headers are retrieved, users can mhighwnessages
they want to download and which messages shouttbleted without downloading.
Users can either download the selected messagesdiaitely after retrieving the
headers, or they can make another call later tontbma them.

¢ Remote network accessRather than using a specialized e-mail gatewayefmote
mail, Microsoft Exchange relies on the standard-Dia Networking
that is built into Windows 95. Users can dial iattother computer running
Windows 95, Windows NT Server, or a third-party ceenaccess server such as
Shiva LanRover. Remote e-mail then becomes profodependent, because RNA
supports standard network protocols such as TCHR,and NetBEUI.

« Offline use. Microsoft Exchange users can compose messages @fhline and
have the messages queued up in the outbox untiletkitime they connect to the
appropriate mail service. For example, a user cavntbad new mail at an airport,
read the messages and compose replies while arptéame, dial in from a hotel, and
then send the responses automatically.

e Scheduled connectiondJsers can dial in as needed to retrieve mail retyoor
they can set up scheduled connections to dial énsgiecific time or on a regular
basis—for example, if the computer is permanentiyate.

¢ Telephony API. Microsoft Exchange uses the Windows 95 TAPI fedito dial in
and retrieve mail remotely, allowing for effectisiearing of modem resources
between applications. For example, if users sét thedems to listen for incoming
faxes while still making a call to get e-mail, TAfdndles the resource management
between the relevant applications. Microsoft Exgfeaalso uses the TAPI Dial
Helper feature to easily handle multiple locatidmstel dialing prefixes, and credit
card calls.

The Microsoft Mail Post Office

Windows 95 includes the workgroup edition of thechisoft Mail Post Office, providing
everything that is needed to set up and managenplete e-mail system

for a workgroup. Typically, one workgroup membehonis designated as the Mail
Administrator, creates a Post Office by using therkfroup PO applet in the

Windows 95 Control Panel. The Post Office is simgplshared directory on the
administrator’s computer where e-mail is storedVixard steps the administrator
through the process of creating the Post Officd,iamlso used to add new users, delete
users, and manage shared folders. After the admnaitds shares the Post Office directory,
users can start Microsoft Exchange, enter the dhdirectory name, and connect to the
Post Office in order to send or retrieve mail.

The Microsoft Mail Post Office included in Windo®$ is a workgroup edition, meaning
that it is limited to exchanging mail with usersao$ingle Post Office. A single Post
Office can potentially support dozens of usersedeling on the server performance of
the Post Office computer. However, a large group need to be split up into separate
workgroups, each accessing their own Post Offit¢hat case, a full Microsoft Malil
Server will be needed. The full edition of the Misoft Mail Post Office allows mail to be
routed between multiple Post Offices, as well asther

e-mail gateways.

The Microsoft Mail Post Office that comes with Wowds 95 can easily be upgraded to a
Microsoft Exchange Server, a client/server messpgystem that provides not only e-
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mail services, but also personal/group scheduiirigrmation sharing applications
(“groupware”), and forms and application designgoo

The Microsoft Internet Mail Drivers

Windows 95 includes a set of MAPI drivers that aiahe Microsoft Exchange client to
send and receive mail directly on the Internet.eBise Windows 95 already includes
great support for TCP/IP—including remote TCP/IPrdRBP dial-up lines—everything
needed to connect to the Internet and start seragidgeceiving mail is “in the box.”
Users can make a LAN connection if their comparg/dieect access to the Internet, or
they can obtain access through one of many Intesergice providers. MAPI enables
configuration of the Microsoft Exchange client tmsltaneously support Internet mail
along with other e-mail systems, such as the lnuilticrosoft Mail.

The following benefits are provided by the Micradofternet Mail drivers:

Supports Internet e-mail standards, including SMTB POP

Leverages the great built-in TCP/IP support of Véind 95—a true Windows
Sockets application

Runs either via direct LAN connection or using Blifd Networking and PPP

Supports the Multipurpose Internet Mail Extensi@M$ME) to allow interchange of
video, images, voice, text, and graphics with oth&grnet users in e-mail messages.
(The MIME Associations Option allows associatiomailtimedia elements with
programs on PCs so that they can be directly “laedtfrom the programs.)

Supports remote preview, including the MicrosoftEange header and selective-
download options, to make the most of users’ contie on the Internet (see the
earlier section titled “Remote Mail”)

Automatically uses standard encoding (WUENCODEend and receive binary
attachments to and from other Internet or UNIX rogiérs

Provides great international support, includingmarpfor character sets of all
countries that have rapidly growing Internet usage

Can send rich-text e-mail over the Internet to VWind 95 users (other users receive
plain-text messages)

Provides complete integration with all other MiastiEExchange client features,
including custom views, filtering, searching, aados

As shown in Figure 99, provides simple, graphicaifiguration and management
tools, including detailed troubleshooting and |logpfacilities
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Figure 99. Graphically configuring the Microsoft Internet Mail driver

Microsoft Fax

Windows 95, in conjunction with Microsoft Exchangepvides PC users with the ability
to send and receive faxes directly from their des&t This capability, called Microsoft
Fax, sets the standard for desktop faxing as anteasse messaging facility that is well-
integrated with Windows.

Microsoft Fax provides the following key features:

High-resolution printed documents are faxed frorthini Windows—based
applications using a fax printer driver.

Microsoft At Work Binary File Transfer (BFT) capéibi sends original documents
to users of Windows 95, Windows for Workgroups 3.4rid other Microsoft At
Work—enabled platforms as e-mail attachments wa fa

The use of encryption and digital signatures matkesgxchange of confidential
documents secure.

High-speed communications with popular Class Infadems and the millions
of traditional Group 3 fax machines worldwide ipparted. Microsoft Fax supports
Error-Correction Mode (ECM) and transmission spesfds to 14.4kbps.

Networked Windows 95 users can send and receiesfiscough a network fax
service on one of the Windows 95 workstations enrtitwork.

A fax viewer allows users to browse multipage faxsisg either “thumbnails” or
full-page view mode.
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* A cover page designer enables users to easilyecneat fax cover pages that
incorporate graphics and text, or to customizeafrtbe predefined cover pages
included with Microsoft Fax.

* Users can easily connect to “faxback” fax inforroatservices, using a built-in “poll-
retrieve” feature that allows them to download fagé@ectly to their desktops.

Microsoft Fax is integrated into Windows 95 as aRAransport service provider,
leveraging Microsoft Exchange’s universal inboghrtext message creation, and
browsing capabilities to deliver ease of use amsistency to the management of fax
messages. The fax provider coexists with otherinéion or messaging services that
users may have installed, and leverages Microsafh&nge’s common address book and
inbox.

Windows 95 users can take advantage of Microsoftifi@ovations that provide the
secure exchange of editable documents. Users adrfaees from within mail-enabled
Windows—based applications, such as Microsoft Waord Microsoft Excel, by using the
File/Send command. Additionally, a fax printer @fivets users “print” documents to
their local fax modems, either via the File/Priatranand or by dragging the documents
to a Fax icon on the Windows 95 desktop.

Microsoft Fax leverages the power of the Window®@Brating system through the
Win32 API. As a 32-bit application, Microsoft Fantegrates seamlessly with other
Windows 95 applications through its support for MAPAPI, and OLE. In addition to
tight integration with Windows 95, Microsoft Faxciorporates Microsoft At Work
technologies that support Binary File Transfer (BFSEcurity, and high-quality document
rendering. These technologies put powerful destdgpnessaging at the fingertips of
Windows 95 users.

When faxes are sent to other users of Windows B%/fndows for Workgroups 3.11 and
other Microsoft Fax devices), the Microsoft At Wdknary File Transfer capability can
be used to send the original file over the fax emtion. For example, a user can attach a
Microsoft Word document to an e-mail message amblesss the message to a customer’s
fax number. If the customer receives the fax viargkoft Fax, the Word document is
attached to an incoming e-mail message. By clickimghe Word icon, the customer can
open the original document. However, if the custoraeeives the fax via a traditional
Group 3 fax machine, Microsoft Fax automaticallgders the Word document as an
appropriate Group 3 fax image. The highest speddraage compression that is
supported by the customer’s fax machine is usedwiamsmitting the fax.

Working with Microsoft Fax

Microsoft Fax has been designed to allow Windowsi€&rs to exchange printed
documents and binary files easily and with a minimaf setup. Because fax capabilities
are provided as a core system service, they argyalavailable from within

Windows 95-based applications or via Microsoft Eatdre. Faxes can be transmitted
using Microsoft Exchange’s e-mail client or by pirmig documents to a fax printer. Faxes
that have been received from other sources areyaldelivered via the Microsoft
Exchange client.

Users can identify a fax recipient by selectingeadddress from an address book—for
example, the Personal Address Book—or by directigrérg an address, such as
[fax:555-1212] . The MAPI service provider architecture allowsrsge mix different
types of recipients in the same message. For exampérs can send a message
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simultaneously to Microsoft Mail, CompuServe, Imtet; and fax users as long as the
Microsoft Exchange client contains profiles forghelestinations.

Attaching a document to a Microsoft Exchange e-mmaissage is the easiest way to fax
original or editable documents from Windows 95. Hesnd command on the File menu
within any MAPI-enabled application—for example, kMisoft Word or Microsoft
Excel—displays Microsoft Exchange’s Send dialog boxyhich fax users can address
the intended recipient. The attached faxed docuaygpears as an icon within the body of
the message.

Microsoft Fax provides powerful features, as welsangle-click ease of use. The Fax
menu item under Accessories (shown in Figure 1@@yigdes single-click access to most
fax features. The ‘Compose New Fax’ selectioivate a Wizard that quickly guides the
Windows 95 user through the process of addresseigcting a cover page and attaching
documents to a fax. The ‘Cover Page Editor’ piesian easy way to create
personalized fax cover pages. The ‘Retrieve Bifdection puts the power of ‘fax-back’
fax information services at your fingertips.

B @ Compoze Mew Fax
Compuzerve Access Tools Multimedia 4 @ Cover Page Editor
Microsoft Office 4 System Tools 4 Retrieve File
Startlp 4 Calculatar
E MS-D05 Prompt [_1 HyperT emminal Connections
E Open Mailbox Motepad
The Microsoft Metwark % Online Registration
“windows Explorer _g Paint
@ Phone Dialer
¥ wordPad

Figure 100. Fax item on the Accessory menu allowsers to send and retrieve fax
messages

Microsoft Fax also provides a ‘print to fax’ intade. Windows 95 users can fax
documents from within their favorite Windows applions by printing to the Microsoft
Fax printer driver. Microsoft Fax will then addite the ‘Compose New Fax’ wizard,
which will guide the user through the addressind mansmission of the fax.

Compose Hew Fax

Mame: I Address Book.. |
Fantt: [ Iﬁ ] I " Dial area code

LCountry: IUnited States of America [1] j

4 s |

Fiecipients:

Praperties... | Hemaye |

< Black I [dExts I Cancel |

Figure 101. The Compose New Fax Wizard
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Rich Messaging Capabilities

Microsoft Fax supports the rich-text capabilitiéshee Microsoft Exchange client and the
advanced capabilities provided by Microsoft At W@&ikary File Transfer (BFT) and
Rendering technologies. The Microsoft At Work daifiies are effective when a
Microsoft Fax user connects to another Microsof &ser, or to any Microsoft At Work-
enabled fax machine. Microsoft Fax exchangeginébion with the receiving device
about their respective capabilities to determinetivar the receiving device is a
Microsoft At Work—enabled device or a Group 3 faxamine. It can then proceed as
follows:

¢ If the receiving fax device supports Microsoft Far,editable document attached to
an e-mail message is transferred in its native &brin this case, fax works exactly
like electronic mail between the originator andpamt. This fax capability supports
the universal inbox provided by Microsoft Exchange.

« If the receiving fax device is a traditional GroBifax machine, Microsoft Fax
converts the document to the most compact fax stggpby the machine—that is,
MH, MR, or MMR format—and transmits the image at tiighest speed supported
by the mutual connection (up to 14.4 KB per second)

¢ If the receiving fax device is Windows 95 or Windofer Workgroups 3.11, and the
originating computer sent a printed document, tleds transmitted between the two
computers using a special Microsoft At Work rendeferinted) document format.
The exchange of printed documents between Micr@gof/ork devices is always
faster than between Group 3 fax machines becaadditirosoft At Work rendered
image format achieves greater compression ratars &roup 3 MMR.

Figure 102 shows the property sheet displayed Wihierosoft Exchange’s File\Send
Options command is chosen:
Message Options HER
Far |
Set fax properties for this message.

—Meszage format———————————— Time to zend

' As soon as possible

" Editable anly " Discount rates

Mot editable Paper... |  Specific time: Set...
— Cower page

¥ Send cover page: IGeneraI purpose. cpe j Browse... |

Billing code: I Dialing... |
Security... |
Ok I Cancel | Ll I

Figure 102. The Microsoft Fax Message property shee

Workgroup Fax Features for MIS Organizations

Microsoft Fax supports Windows 95 users on locaharetworks by providing a simple
network fax service.



Chapter 14 Microsoft Exchange: E-Mail, Fax, and More 17

If a local fax modem is installed in one Windowswérkstation, all other Windows 95
users who are on the same physical network canamhdeceive faxes through the shared
modem. The Windows 95 workstation to which the emds connected is called the
“network fax server.” Incoming faxes are storedtloe network fax server. An
administrator can use Microsoft Exchange to maguallte faxes from the fax server to
the final recipients via e-mail.

In a similar way, Windows users can connect to bBoft At Work—enabled fax servers
and fax machines over a network connection. Midtaatd a variety of hardware and
software vendors are in partnership to developfaxiucts and services that incorporate
Microsoft At Work technologies. These products aadvices will all be compatible with
and leverage the capabilities of Microsoft Fax imdéws 95.

Easy Access to Fax Information Services

Microsoft Fax provides the capability to retrievecdments, software, binary files, and
fax images from fax-on-demand systems and fax mashthat support Group 3 poll-
retrieve. The ability to easily download informatidirectly into a Windows 95
workstation via fax vastly improves the capabititif fax-on-demand systems, as a way
for companies and information services to costetiffely distribute information.

For example, the distribution of information coindlude the automatic distribution of
software updates. A Windows 95 workstation with M&oft Fax could make a
connection to a fax-on-demand server and requestame of a binary file via its poll-
retrieve capability. The server would respondh iequest by downloading the binary
file to the Windows 95 workstation. This exchangeld be accomplished using a single
fax call to the fax-on-demand system. Figure ill08trates Microsoft Fax’s poll retrieve
Wizard:

Retrieve File from a Fax Service

Thiz ‘Wizard lets you call a fax information zervice and
retrieve a document o file. After pour call iz finished, the
retrieved information will appear in vour [nbox,

= Retrieve a specific document

Tifle: |

Eazsword: I

LLeaye blamk b dasumentis et
passwordtprotected|

< Back I Mext » I Cancel |

Figure 103. Retrieving a document from a fax information service that supports poll
retrieve

The Fax Viewer and Fax Cover Page Designer

Windows 95 includes a Fax Viewer for viewing incogiifaxes and a Fax Cover Page
Designer for creating customized cover pages fadaent to other users. These tools are
provided in Windows 95 as accessories.

When a Windows 95 user receives a fax image (assmgpto an editable document), the
Fax Viewer is automatically activated when the fi@ssage is opened in Microsoft



18 Microsoft Windows 95 Reviewer’s Guide

Exchange. The viewer allows the user to scaleteppaint, and visually enhance “fuzzy”
faxes. For multiple-page faxes, the viewer providdéisumbnail
view of the fax that makes it easy to quickly st@contents of the fax. Figure 104

illustrates this capability.

€} Sample.awd - Fax Yiewer 1 =] 3
Fil= Edit “iew Page Scale HRotate Image Help

& = =@ alo]

13
LI+

Company Name

Address

City, State/Provice

Zip/Postal Code

Telephone * Fax

FOR IMMEDIATE RELEASE

June 7, 1993
Contact: Chris Figlds
(206} 553-5555

Far Help, press F1 0" |Pagelaf2

el loo Lo

H

Figure 104. The Fax Viewer in “thumbnails” view

The Microsoft Fax Cover Page Designer allows userseate customized fax cover
pages or to modify one of the predefined cover pageuded with Windows 95. The Fax
Cover Page Designer is an OLE application that mitkeasy for the casual user to create

attention-grabbing cover pages.

Secure Faxing with Encryption and Digital Signature S

Microsoft Fax protects valuable and confidentiatawments through encryption and
digital signature capabilities. The sender of aLtieent or traditional fax can encrypt the
fax using either a simple password or sophistic&8é public/private key security. The
fax software includes the capability to exchangelipikeys with other users, and users
can store and maintain the public keys they recieora other users in their Personal

Address Book.

When an encrypted fax is transmitted to a recipiétnnot be read unless the recipient
knows either the password that was used to entirgdile or the originator’s public key,
depending on the security mechanism used.
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Meszsage Security Options [ ]
— Security method

@« N
=one Cancel |

' Key-enciypted

. . Hel
“You must exchange public keys with all __DI

recipients before you can send and receive
key-enciypted fax messages.

' Password-protected

[ Digitally sign all attachments

A signed fax allows the recipient ta verify that you signed the
attachments and that they have not been changed. Recipients
must have your public key ta verify your signature.

Figure 105. The Fax Security dialog box, showing enyption and digital signature
support

Faxed documents can be “signed” with a digital aigre to ensure that the fax data
is not modified during transmission. A sender usesivate key to sign the fax, and
anyone with that sender’s public key can readutvith the knowledge that only the
owner of that specific private key could have ghatfax.

The ability to protect confidential documents ifag environment is an extremely
important feature that puts Microsoft Fax aheadtbér desktop fax applications.

Compatibility with Fax Modems and Fax Machines

Microsoft delivered the first Microsoft Fax capatyilwith Windows for Workgroups
3.11. This large installed base, along with thésitesd base of millions
of Group 3 fax machines, has made compatibilityierity for fax in Windows 95.

To ensure fax connectivity with the widest possildéety of fax applications, fax
machines, and fax modems, Microsoft Fax in Wind®&supports the following:

¢ The ITU (International Telecommunications Uniornfierly the CCITT)
T.30 standard for Group 3 fax. Microsoft At Worlpedilities such as BFT
are implemented as T.30 nonstandard facilities (IN®Ereby maintaining
compatibility with the installed base of Group R faachines.

e ThelTU V.17, V.29, and V.27ter standards for higleed fax communications (up
to 14.4 KB per second).

¢ Class 1 and Class 2 fax modems. A Class 1 modeeqisred for Microsoft At
Work BFT and Security. Fax printing to traditiof@atoup 3 fax devices is available
on both Class 1 and Class 2 modems. Microsoft i&iwg directly with fax modem
manufacturers to ensure excellent compatibility.

¢ MH, MR, and MMR compression for Group 3 fax comnuattion. Microsoft Fax
also supports Error Correction Mode (ECM) for releafax transmission over
‘noisy’ telephone lines.
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Coexistence with Windows—-Based
Telecommunications Applications

The ability of the Microsoft Exchange client to popt multiple simultaneous MAPI
service providers in Windows 95 means that useltswant to have available connections
to the Internet, CompuServe, and fax. Well-behaetztommunications applications that
support the Windows Telephony API (TAPI) can coeaisd share a local modem in a
Windows 95 computer.

The implication of TAPI support for fax is that faan be listening to the phone line

in auto-answer mode while other telecommunicatapplications and Microsoft
Exchange providers dial out to information souraesr the phone network. TAPI
provides the call arbitration to ensure that phalsitcodem resources are allocated to the
appropriate telephony applications when they aezled.

Fax also leverages TAPI concepts such as locatindshe Dial Helper dialog box to
ensure that fax calls are made consistently, wheitleefax user is connected to the
network, is at home, or is on the road.

Integration of Fax and Applications

The fax capability in Windows for Workgroups 3.14stevolved into Microsoft Fax in
Windows 95, creating a powerful and extensiblegragon platform for fax-enabled
applications. The extensibility, through MAPI, ofidvbsoft Fax and Microsoft Exchange
makes it easier for third-party software developerdeliver new fax-enabled applications
and enhanced fax services.

Because fax is implemented in Windows 95 as a M#drisport service provider, users
can fax information to other users from any MAP&bkled application by using the File
menu’s Send command. In addition, fax features sisgoll retrieve have been added to
ensure that Microsoft Fax is an excellent cliemtdohanced fax services.
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