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Introduction 
Since the application of IT systems in companies has brought massive changes to the enterprise 

processes, more and more of these processes rely on electronic data processing. Tasks, which used to be 

performed in close personal collaboration, are now carried out asynchronously, in different locations and 

not exclusively with persons of the own enterprise. In order to meet the resulting demands for 

coordination, communication and high quality standards within and beyond the enterprise, a requirement 

profile has developed that is met by a unified software solution called Open-Xchange Business Email. 

i.i. Benefits of Open-Xchange Webmail and Business Email Solutions 
Open-Xchange Webmail and Business Email are powerful, web-based solutions that stand on a robust 

Linux platform and can be used with the newest AJAX technologies and rich clients such as Outlook. 

i.i.i. Keeping the Overview 

Your company likely has several organizational tasks that are tied to a schedule, e.g., resource 

management. How often do you need conference rooms, whiteboards, overhead projectors, etc.? With 

resource management, you can better organize meetings and manage resource. 

i.i.ii. System Requirements 

In order to successfully use Open-Xchange Server, you should keep some settings and system 

requirements in mind. 

i.i.ii.i. Resolution/screen size 

The minimum display resolution for Open-Xchange Server is 1024x768. A higher resolution allows the 

screen to display more information at once. This increases the ease of use. Please refer to Section 1.1, 

ά[ƻƎƎƛƴƎ-ƛƴ ŀƴŘ [ƻƎƻǳǘέΦ 

i.i.ii.ii. Browser requirements 

Internet Explorer 7 

Internet Explorer 8 

Firefox (2.++)  

SeaMonkey (1.++)  

Safari 3.1 

i.i.ii.iii. Additional requirements 

Cookies must be activated  

JavaScript must be activated  

Popup windows must be allowed 

NOTE: The application server refreshes all page information shown in the browser. As a result, you should 

bh¢ ǳǎŜ ȅƻǳǊ ōǊƻǿǎŜǊΩǎ ƴŀǾƛƎŀǘƛƻƴ ŜƭŜƳŜƴǘǎ όōŀŎƪ ōǳǘǘƻƴΣ ŜǘŎΦύ ǘƻ ƴŀǾƛƎŀǘŜ ƻǊ ǿƘŀǘ ȅƻǳ ǎŜŜ Ƴŀȅ ōŜ ǿƘŀǘ 

is stored in cache. 
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i.i.iii.  Security 

For external access, Open-Xchange Server supports SSL encryption, which ensures secure worldwide 

access to internal company data from any PC. 

i.ii. Working with email 

i.ii.i. International Functionality 

Open-Xchange is geared to the needs of internationally operating companies in many respects. The 

Webmail interface is provided in English, Spanish, French, German, Dutch, Italian, Turkish, Swedish, 

Korean, Polish, and Danish. When logging into Webmail the user can select one of these three languages. 

i.ii.i.i. Time zone and date 

The Setup section allows you to define your current time zone. Existing appointments are automatically 

displayed correctly when the time zone is changed.  

i.ii.i.ii. International character sets 

The Open-Xchange GUI supports UTF-8 character sets. Therefore, entries made via the web can include 

foreign characters and emails can be sent with UTF-8 encoded characters. 
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Chapter 1. The Open-Xchange Start Page 

1.1 Logging-in and Logout 

1.1.1. Logging-in 

Your login page will include fields to enter your username and password. Please note that the fields are 

case sensitive. If you enter incorrect login information, an error message will be displayed.  

 

 

 

Figure 1.1. Open-Xchange Login Page. 

 

1.1.2. Logout 

When you complete your session you must logout. To do so, click on the Logout button in the upper right 

corner of the groupware interface. 

 
Screen Resolution 

 

Open-Xchange requires a minimum screen resolution of 1024 x 768. Higher screen resolutions will 

provide a larger viewing area. A lower screen resolution can affect the display of the functions available 

in the top panel. Fewer functions could be displayed at a glance. You can expand all functions step-by-

step using the arrows shown in the top panel. To save space, you can deactivate the InfoBox under 

άDŜƴŜǊŀƭ hǇǘƛƻƴǎΦέ {ǿƛǘŎƘƛƴƎ ǘƘŜ ƳƻŘǳƭŜ ōŀǊ ǘƻ ǘƘŜ ƛŎƻƴ ǾƛŜǿ ŀƭǎƻ ǎŀǾŜǎ ǎǇŀŎŜΦ Please refer to Section 

1.3, ά¢ƘŜ aƻŘǳƭŜ ōŀǊέΦ 

 
Logging Out of Open-Xchange on Public Computers 

 

If you are working on a public computer, such as those found at Internet cafes or libraries, it is 

especially important that you logout of your Open-Xchange account when you have completed your 
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1.2. The Start Page 
After logging-in, you will see an overview of new appointments and tasks. If you have received a meeting 

or task request since your last login, you will see a pop-up window regarding the invitation. In this pop-up 

window you will see a short description of the appointment/task and can either confirm or decline the 

request. 

Lƴ ƎŜƴŜǊŀƭΣ ǘƘŜ {ǘŀǊǘ ǇŀƎŜ ǎŜǊǾŜǎ ŀǎ ŀƴ ƻǾŜǊǾƛŜǿ ƻŦ ǘƘŜ ŎǳǊǊŜƴǘ ŘŀȅΩǎ ŀǇǇƻƛƴǘƳŜƴǘǎ ŀƴŘ ǘŀǎƪǎΦ .ȅ ŘŜŦŀǳƭǘΣ 

the first five entries are displayed. The number of the displayed elements can be changed in the options 

for the Start page. 

Additionally, you can also see entries made in the InfoStore as well as notifications about the new or 

ǳƴǊŜŀŘ 9Ƴŀƛƭ ƳŜǎǎŀƎŜǎΦ LƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ƛƴŘƛǾƛŘǳŀƭ ƳƻŘǳƭŜǎ ƛǎ ǇǊƻǾƛŘŜŘ ƛƴ {ŜŎǘƛƻƴ мΦоΣ ά¢ƘŜ aƻŘǳƭŜ 

.ŀǊέ. 

 

Figure 1.2. The Start Page 

The Start page is divided into several sections. The Title Bar includes an icon that animates when activity is 

in progress, a Setup button, a Help button, and a Logout button. 

1.3. The Module bar 
Under the Menu bar on the left-hand side of your screen, you can see the module bar. Using the 

work. If your Open-Xchange Webmail is set to refresh your inbox frequently (for instance, every 5 

minutes), this refresh rate will keep the system from timing out and automatically logging you out of 

Webmail. On a public computer, this means your email account could potentially stay accessible to 

ǘƘŜ ƴŜȄǘ ǇŜǊǎƻƴ ǿƘƻ ǳǎŜǎ ǘƘŜ ŎƻƳǇǳǘŜǊ ƛŦ ȅƻǳ ƘŀǾŜƴΩǘ ƭƻƎƎŜŘ ƻǳǘΦ DŜǘ ƛƴ ǘƘŜ Ƙŀōƛǘ ƻŦ ŀƭǿŀȅǎ ŎƭƛŎƪƛƴƎ 

ǘƘŜ άLogƻǳǘέ ōǳǘǘƻƴ every time youΩǾŜ ŦƛƴƛǎƘŜŘ ǿƛǘƘ ȅƻǳǊ Open-Xchange webmail, ŀƴŘ ȅƻǳ ǎƘƻǳƭŘƴΩǘ 

have a problem. 
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corresponding icons, you can directly access any Open-Xchange modules. 

 

 

Figure 1.3. Module bar 

You can expand/contract the module bar via a small arrow in the upper right-hand corner of the bar. The 

first time you click the button, the module bar will collapse and display icons vertically. A second click 

expands the bar and once again displays the module icons horizontally. 

1.3.1. The Start Page 

Clicking on the Start icon takes you back to the Start page. 

1.3.2. The Email module 

The Email icon takes you directly to the horizontal split view of your email inbox. You can manage and 

ŎƻƳǇƻǎŜ ȅƻǳǊ ŜƳŀƛƭ ŦǊƻƳ ǿƛǘƘƛƴ ǘƘŜ 9Ƴŀƛƭ ƳƻŘǳƭŜΦ CƻǊ ŦǳǊǘƘŜǊ ƛƴŦƻǊƳŀǘƛƻƴΣ ǊŜŦŜǊ ǘƻ /ƘŀǇǘŜǊ нΣ ά9Ƴŀƛƭέ. 

1.3.3. The Calendar module 

The Calendar icon is a direct link to the calendar module. In the Calendar module you can manage 

personal appointments, team appointments, and all shared and public appointments, and information 

about them. For further information, refer to Chapter 4, Calendar. 

1.3.4. The Contacts module 

The Contact icon directs you to your contact list. You can change the default view settings in the module 

Preferences. In the Contacts module you can manage your personal contacts as well as all shared and 

public contacts. For example: business and private addresses, phone and fax numbers, etc. For further 

information, refer to Chapter 3, Contacts. 

1.3.5. The Tasks module 

The Tasks icon leads you to the H-Split view of your pending tasks. You can change the default view 

settings in the module Preferences. In the Tasks module you can manage your personal tasks and all 

shared actions, public actions, and data pertaining to them. For example: start date, end date, status, 

importance, members, etc. For further information, please refer to Chapter 5, Tasks. 
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1.3.6. The InfoStore module 

The InfoStore icon directs you to the InfoStore list view. In the InfoStore module, you can create your 

own documents, contributions or bookmarks available to your colleagues, or benefit from the knowledge 

of others. For further information, refer to Chapter 6, InfoStore. 

1.4. Folder structure 
Below the module's title bar you can see a folder structure providing an overview of the Open-Xchange folders. 

 

 

 

Figure 1.4. Folder Structure 

 

Detailed information on folder management as well as access rights management is provided in the 

chapter Settings ƛƴ {ŜŎǘƛƻƴ уΦуΣ άtŜǊƳƛǎǎƛƻƴǎ aŀƴŀƎŜƳŜƴǘέΦ 

1.5. The Panel 
In the Panel you will find all central functions available within each module. The Panel is located below the 

Title Bar. From the Panel you can directly access the most commonly used functions. To view other 

functions, click the second small arrow located under the Logout button. 

Clicking the arrow will expand the panel. Depending on the number of functions, more or fewer clicks may 

be necessary. Clicking the arrows below the functions will also display additional available actions. The 

Panel replaces the menu bar and thus the complicated search and navigation through a standard menu. 
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Figure 1.5. Panel functions 

1.5.1. Icons for creating objects 

The left-hand side of the Panel includes links to quickly create new emails, appointments, contacts, 

distribution lists, and more.   

1.5.2. Drag-and-drop 

You can make your daily work much more efficient by using the drag-and-drop function. Using the mouse 

you can, for instance, quickly and easily move appointments in the calendar or move emails into other 

folders, etc.  

1.5.3. Context menu 

In the Email, Appointments, Contacts, Tasks, and InfoStore modules the most important functions can 

also be accessed via the Context Menu. 

To open the Context Menu, select one or more objects and right-click on one of those objects. The 

Context Menu helps to decrease the number of mouse clicks needed to accomplish an action. For 

example, in the Email module you can reply to, forward, or delete an email via the Context menu. 

1.5.4. Shortcut keys 

In the Email, Appointments, Contacts, Tasks, and InfoStore modules, some functions can be activated via 

shortcut keys. For example, in the Email module a selected e-mail can be deleted by clicking the Del key 

on your keyboard. 

1.5.5. Quick Settings 

Under Quick Settings you can choose to see the QuickInfos and/or InfoBox by selecting the appropriate 

check box. 

1.5.5.1. The QuickInfos 

The QuickInfos are particularly useful when learning how to use Open-Xchange and can be deactivated at 

anytime. The QuickInfos display information on individual functions when you move your mouse over 

specific buttons or links. This information is displayed in the gray field below the Panel. You can choose to 

view or hide the QuickInfos. To toggle the view, select or deselect the check box next to the QuickInfos 

panel function. 

1.5.5.2. InfoBox 

When activated, the InfoBox is displayed beneath the folder tree. It displays the status of your inbox and 

includes statistics on your mailbox usage. To show or hide the InfoBox in the Panel, select or deselect the 
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check box next to the InfoBox panel function. If you close the InfoBox by clicking on the close button in 

the upper right corner of the window, you will need to reactivate the InfoBox function to view it again. 

1.5.6. Links 

On the right side of the Quick Settings you have the possibility of linking objects with each other. More 

information about this functionality is provided in the respective chapters describing the modules. Only 

the Email module does not provide linking capabilities. 

1.6. The Content Area 

1.6.1. The Module Panes 

 

 

 

Figure 1.6. Content area including module panes 

The content area is shown below the Panel. The content area is divided into several module panes that 

display multiple entries. By default the following module panes are displayed: 

 The Email module pane displays the most recent unread email, showing the sender and the subject, 

plus the date and time of the email delivery. 

 The Calendar module pane shows your current appointments, i.e. today's appointments, 

appointments for the next two days, and appointments for next week or later. For each 

appointment the date, time, and description is displayed. 

 The Tasks module pane shows the current tasks, i.e. today's tasks, tasks for the next two days, and 

tasks for next week or later. For each task the subject, date, and priority is shown. 

 The InfoStore module pane shows the current InfoStore entries, i.e. InfoStore entries from your own 

InfoStore and from other users' shared InfoStore folders. 
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The following functions are accessible from the module panes: 

 Clicking the title bar of a module pane opens the respective module. 

 Clicking a module pane entry opens the respective module and shows the entry in the detail view. 

 If you move the mouse pointer over a module pane entry a hover is shown after a short delay. 

Information on hovers can be found in Section 1.6.2, άHover. 

 You can change the width of a module pane. To do so, use the drag point between the module 
panes. 

 You can change the position of the module panes. To move a module pane, click on the Move icon 
and drag the pane to the desired position. As you move the mouse you will see the layout changes. 
To finish, release the mouse button. 

 You can choose which module panes to display and the number of elements each module pane 
should contain.  

1.6.2. Hover 

 

Figure 1.7. Hover in a module pane 

A hover displays details on the entry the mouse pointer hovers over. How to use a hover: 

 To display a hover position the mouse pointer must float over an entry in the content area. After a 
short delay the hover is displayed. 

 As long as the mouse pointer remains on the entry or within the hover, the hover will be displayed. 

 With the tabs in the upper part of the hover you can display different information. 

 To close the hover, move the mouse pointer outside the hover area. 

Further information on hover contents can be found in the single module chapters.  
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1.7. Mini-calendar 
In the lower part of the Start page you can see the mini calendar, which allows you to quickly view 

appointments from a particular date or from a particular time period. 

The mini calendar shows not only the current date and calendar week, but also allows you to directly 

access appointments from a particular date. For example, if you select December 23, 2009, you will see all 

appointments from that date displayed in the currently selected calendar view. If you select a whole week 

instead of a particular date, you will see all of your appointments for that week in the Calendar week 

view. Double-click the desired day in the calendar to create a new appointment for that day. A window 

will open where you can set up a new appointment. The current day will be displayed with a frame 

around it and highlighted in a particular color while all the other days for which appointments were set up 

will be displayed in bold. If in the mini calendar you select a day other than the current day, the current 

day will remain framed in black and the last selected day will be highlighted in color. More detailed 

information on Calendar and Appointment management is provided in Chapter 4, Calendar. 

1.8. InfoBox 
The InfoBox, located below the mini calendar, contains information regarding new email messages and 

your current mailbox usage. 

1.9. Folder management 
Folder management allows you to create new entries in the calendar, contacts, tasks, documents, 

bookmarks, etc. Individual elements are organized in a directory structure to allow for easier viewing. To 

switch to one of the displayed folders, select it with your left mouse button. Further details about folder 

management are provided in Chapter 8, Settings. 
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Chapter 2. E-Mail 
Click on the email icon in the navigation bar to open the Open X-Change email administration web 

interface. There, you can manage all your email correspondence simply using your web browser. 

Alternatively, you can also open the email module directly by clicking on any email folder in the folder 

tree. 

When an additional email account is set up, each account gets an email folder in the folder tree. 

Information on how to set up additional email accounts Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ {ŜŎǘƛƻƴ уΦммΦоΣ ά!ŘŘƛǘƛƻƴŀƭ ŜƳŀƛƭ 

ŀŎŎƻǳƴǘǎέΦ 

In the email module, you can read emails, write new emails or manage your existing email messages. 

 

 

Figure 2.1. Overview of the email module  

2.1. Functions in the email module 
All common email functions, including composing, responding, and forwarding of emails are available via 

the Panel. These are described below in more detail. You can also switch the display to the email module, 

perform a search, and set flags via the Panel. aƻǊŜ ŘŜǘŀƛƭǎ ƻƴ ŦƭŀƎǎ Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ {ŜŎǘƛƻƴ нΦнмΣ άaŀǊƪƛƴƎ 

ŜƳŀƛƭ ƳŜǎǎŀƎŜǎ ǿƛǘƘ ŦƭŀƎǎέΦ CǳǊǘƘŜǊƳƻǊŜΣ ǘƘŜǊŜ ƛǎ ŀƭǎƻ ŀ ǎŜŀǊŎƘ ŦǳƴŎǘƛƻƴΦ .ȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ǎƳŀƭƭ ŀǊǊƻǿ ƛƴ 

the upper right-hand corner, you can activate the Show QuickInfo option. In the following sections we will 

discuss the individual functions in more detail. NOTE: Email Flags will be available for use within Open-

Xchange starting in Spring 2010. 

2.2. Views of the email module 
When you select the email icon, the overview window on the right opens the email module in the H-Split 
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view. In the Panel you can switch the display mode for the email module using functions in the view 

section. 

When viewing a HTML email with links to external graphics, those graphics are not displayed by default. 

This is to protect your privacy. Above the Subject a blocked content warning is displayed. To display the 

graphics click on Load graphics. 

Suspicious email that may potentially be phishing mail with fraudulent content will be shown with a 

warning displayed above the email header. 

The title bar of the overview window displays the current path to the folder you selected in the folder 

tree. You can navigate in the path by clicking on the underlined links in the path. 

The path is followed by the number of emails in the current email folder displayed in parentheses. If there 

are any unread messages, the number of unread messages is displayed as well. 

2.2.1. H-Split  

The email listing in the horizontal split view shows the sender and subject of individual emails, the date 

the emails were received, email size, and flags. More details on flags can be found in Section 2.21, 

άaŀǊƪƛƴƎ ŜƳŀƛƭ ƳŜǎǎŀƎŜǎ ǿƛǘƘ ŦƭŀƎǎέΦ NOTE: Email Flags will be available for use within Open-Xchange 

starting in Spring 2010. 

In the Horizontal Split view, the selected email is always displayed below the email listing. By clicking on 

an email with the left mouse button, you can open and read this email. 

If you select an email from the list by clicking on it, you can then scroll up or down with the keyboard keys 

Arrow up or Arrow down. 

2.2.2. V-Split 

The email listing in the vertical split view shows the sender and subject of individual emails, the date the 

ŜƳŀƛƭǎ ǿŜǊŜ ǊŜŎŜƛǾŜŘΣ ŜƳŀƛƭ ǎƛȊŜΣ ŀƴŘ ŦƭŀƎǎΦ aƻǊŜ ŘŜǘŀƛƭǎ ƛƴ ŦƭŀƎǎ Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ {ŜŎǘƛƻƴ нΦнмΣ άaŀǊƪƛƴƎ 

ŜƳŀƛƭ ƳŜǎǎŀƎŜǎ ǿƛǘƘ ŦƭŀƎǎέΦ NOTE: Email Flags will be available for use within Open-Xchange starting in 

Spring 2010. 

In the V-Split, the content of the currently selected email is displayed on the right of the email listing. By 

clicking on an email with the left mouse button, you can open and read this email. 

If you select an email from the list by clicking on it, you can then scroll up or down with the keyboard keys 

Arrow up or Arrow down. 

2.2.3. List view 

The list view displays a listing of multiple emails in the overview window for quick management. The email 

listing shows the sender, the subject, the date of receipt, email size, and flags. More details on flags can 

ōŜ ŦƻǳƴŘ ƛƴ {ŜŎǘƛƻƴ нΦнмΣ άaŀǊƪƛƴƎ ŜƳŀƛƭ ƳŜǎǎŀƎŜǎ ǿƛǘƘ ŦƭŀƎǎέΦ NOTE: Email Flags will be available for use 

within Open-Xchange starting in Spring 2010. 

In order to open a specific email, you have to open it in the H-Split view or V-Split view by selecting it with 

the left mouse button and clicking on the respective function in the View panel section. You can also open 

the email with a double click. In that case, however, it will be opened in a separate window instead of the 

overview window. 

If you select an email from the list by clicking on it, you can then scroll up or down with the keyboard keys 

Arrow up or Arrow down. 
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2.3. The search function 
You can search for specific emails or senders using the Search function from the Panel section with the 

same name. This searches the currently opened folder for all characters that you enter into the Search 

field. With the search function you can search emails for specific words or display all emails from a specific 

sender. If you want to hide the search function, click on the small arrow in the upper right-hand corner of 

the Panel. If you click on the arrow, the Search option will be displayed to the left of it. If you deactivate 

the check box, the search function remains hidden. 

If you want to search for a specific sender, enter either the name of the sender into the Search field, 

wildcards (the characters * or ?), or combinations of parts of the name and wildcards. 

After entering your search query, click on the Search icon to start the search. In your search query, you 

can use wildcards as follows: 

 Me or Me* => all terms from the currently opened folder that begin with "Me". 

 M???r => all terms from the currently opened folder that contain precisely 3 characters between 
"M" and "r" (e.g., when you are searching for a specific sender: Mayer, Meier or Meyer - but not 
Mair or Miller). 

As soon as the search is completed, only the emails matching the search criterion are displayed. If you 

want to reset the email display after a search to display all emails from the currently open folder, click 

Clear in the Search panel section. 

This removes your previously entered search criterion from the Search field as well as the resulting 

filtering of the displayed emails - thus, all emails from the currently open folder are displayed again. 

2.4. The QuickInfos 
The QuickInfos show additional information for enhanced usability. These are displayed for many 

functions underneath the panel as soon as you hover over them with your mouse cursor. The QuickInfos 

can be activated in the email module by clicking on the small arrow in the upper right-hand corner of the 

Panel. This displays the option Show QuickInfo on the left of the arrow. Activate the check box next to the 

option if you want to activate the QuickInfos. 

2.5. Email Hover 
Hovers are available in H-Split, V-Split and list view. Information on how to use hovers can be found in 

{ŜŎǘƛƻƴ мΦсΦнΣ άIƻǾŜǊέΦ ! ƘƻǾŜǊ Ŏƻƴǎƛǎǘǎ ƻŦ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǘŀōǎΥ 

 The General tab, containing: 

o The email module icon. 

o The subject and sender of the email. 

o The status icon that shows whether an email was read and answered. 

o The email body. Depending on the size of the email text, the hover only displays the first lines. 
When the text is clicked on once, further lines will be shown. A second click displays the 
complete text. When the text is clicked for a third time, you will go back to the original view. 
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 The Attachments tab. The number displayed in brackets indicates the number of attachments. If the 
email contains attachments, the following will be displayed for each attachment: 

o The attachment's name, size, and type. 

o Icons for opening and saving the attachment. 

2.6. Reading email messages 

There are several ways to read emails. In both the H-Split and the V-Split views, you just need to click on 

the desired email with the left mouse button. It is then displayed in the detail window below or next to 

the list. Double-clicking on an email opens this email in a new window. This makes long emails easier to 

read. 

The minus or plus signs on the left side of the subject allow you to open or close the email header. 

2.7. Adding email contacts to address book 
Email addresses can be added to the address book via drag and drop or from the context menu. Click on 

the email address in the From field and drag the address to your contact folder or right click on the email 

address and select Add to address book. The new contact window will open. 

If you read an email with a sender address that is not saved in the contacts folders, this address will 

automatically be saved in the Collected Addresses folder. You can deactivate this function in the email 

settings. 

2.8. Show source 
To read the source data of an email select the email and click on the Panel function Show source. 

Alternatively, you can also activate the function Show source in the context menu. 

The source data will be displayed in a new window. In the context menu you can copy the content to the 

cache. 

2.9. Email attachments 
A paper clip icon in the first column of the email listing indicates whether an email includes an 

attachment. Switch to the H-Split or V-Split view in order to open or save the attachment. The email 

message is opened in the overview window and the attachment is displayed in the bottom section of the 

window. If the attachment is not a compressed or archive file, you can open it with a double click or with 

the relevant Panel function. If you want to save the attachment, click on the name of the attachment with 

the left mouse button and select Save as in the Panel. 

This opens a dialog box where you can either open the attachment directly or select a location to save the 

file. The dialog box will look different for various browsers and browser settings. 
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Figure 2.2. Saving email attachments 

You can also save the attachment in InfoStore. Simply click on Save in InfoStore in the Panel. In the dialog 

box that opens, you can add a title to the new item and select an InfoStore folder to save the attachment 

in by clicking on the Folder button. 

Alternatively, you can also activate the functions Open, Save and Save in InfoStore via the context menu. 

To do so, select the attachment and then right-click on it. 

If the attachment size exceeds the allowed quota, you will receive an email with a link to the InfoStore. 

The attachment file is stored there for a defined period. 

2.10. Replying to email messages 
Reply to an email message by selecting the desired email and then clicking on the Reply option under 

Mail in the Panel. If the CC field contains other recipients and you also want to reply to them, select Reply 

all. In the email settings you can choose whether recipients should be entered in the "To" or "CC" field, 

please also refer to When "Reply all":. In both cases, the email is opened in an editing window. Compose 

your reply and then click on the icon under Send. Other options like adding attachments or formatting 

ǘŜȄǘΣ Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ {ŜŎǘƛƻƴ нΦммΣ ά/ƻƳǇƻǎƛƴƎ ƴŜǿ ŜƳŀƛƭǎέΦ 

The Reply and Reply all functions can also be accessed via the context menu. 

2.11. Composing new emails 
In order to write a new email, click on the email icon underneath the New Panel entry. This opens a 

window for composing your new email. 

In the V-Split and List view you can also open the New email window by double-clicking on the empty field 

below the email list. 
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нΦммΦмΦ άCǊƻƳέ ŘǊƻǇ-down 

In order to display the From drop-down list, activate the "From" field checkbox in the View Panel section. 

In the From drop-down list, select the address to be used as sender address. When multiple email 

accounts are set up, they will be listed in the drop-down. Information on how to set up additional email 

ŀŎŎƻǳƴǘǎ Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ {ŜŎǘƛƻƴ уΦммΦоΣ ά!ŘŘƛǘƛƻƴŀƭ ŜƳŀƛƭ ŀŎŎƻǳƴǘǎέΦ 

нΦммΦнΦ ά¢ƻέ ŦƛŜƭŘ 

Enter the email address of the recipient into the To input field. If the message should be sent to multiple 

recipients, enter the email addresses into the field separated by commas. Recipients in the To line can see 

which other recipients were entered in the To and CC fields. The recipients entered under To cannot, 

however, see any recipients who are entered into the BCC field. If you enter two or more characters of an 

email address and auto-completion is enabled, you will get a list with email addresses that contain those 

characters. The list is sorted based upon the frequency you use each email address, with internal users 

listed first. Select the intended recipient by left-clicking on the address or by selecting it with the arrow 

keys. You can search for specific recipients by clicking on the To button. This opens a dialog box with a 

Search ŦƛŜƭŘΦ 9ƴǘŜǊ ǘƘŜ ƴŀƳŜ ƻǊ ǇŀǊǘ ƻŦ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ƴŀƳŜ ŀƴŘ ǎǘŀǊǘ ǘƘŜ ǎŜŀǊŎƘ ǳǎƛƴƎ Go. The field below 

shows a listing of the search results. Select the desired recipient with a left click and then click on Add To. 

With OK you accept the selection and close the window. 

If the Search all contact folders control field is activated, all contact folders are searched for addresses. To 

search in a specific contact folder deactivate the control field. Then click on the Contact folders button 

and select a contact folder. 

If you compose an email to an address that is not saved in the contacts folders, this address will 

automatically be saved in the Collected Addresses folder. You can deactivate this function in the email 

settings. 
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Figure 2.3. Adding email recipients 

2.11.3. CC 

To display the CC field, activate the checkbox "CC" field in the panel section View. 

If you want to send a copy of the email to another recipient as an FYI, enter the relevant email address 

into the CC field. CC stands for carbon copy. If you want to enter multiple email addresses, separate them 

with commas. Recipients entered in the CC line can see the addresses of the other recipients in the TO 

and CC fields. Only recipients entered under BCC cannot be seen by recipients who are entered into the 

CC field. You can search for email addresses by clicking on the CC button. This opens a dialog box with a 

Search field. Enter a name or part of a name you want to send to and start the search using Go. The field 

below shows a listing of the search results. Select the desired recipient with a left click and then click on 

Add To. With OK you accept the selection and close the window. 

2.11.4. BCC 

To display the BCC field, activate the checkbox "BCC" field in the panel section View. 

Email addresses entered in the BCC field are hidden from other recipients. This field is called Blind Carbon 

Copy. In this field you can enter the email addresses of people to whom you want to send a copy of the 

current email for information. If you want to enter multiple email addresses, separate them with commas. 

Recipients entered into the BCC line are not visible to recipients in the To and CC fields. You can search for 

email addresses by clicking on the BCC button. This opens a dialog box with a Search field. Enter the name 



 Business Email User Manual 

 

Copyright Open-Xchange Inc. 2009 23 

 

or part of a name of the intended recipient and start the search using Go. The field below shows a listing 

of the search results. Select the desired recipient with a left click and then click on Add To. With OK you 

accept the selection and close the window. 

2.11.5. Email attachments 

Using the Attachment panel section you can add attachments to your email. In order to insert an 

attachment, click on the Add function. This opens a dialog box where you can select a file via the Browse 

button. The file to be attached is added to the list with Add. Once you have made your choice, confirm 

and save it with OK. If you want to cancel the selection and close the window, click on Cancel. 

2.11.6. Priority 

To display the checkbox Priority, activate the Options field in the Panel section View. 

Using the Priority select list you can assign a priority to the message. This priority is shown to the 

recipient so they know how important the message is or how urgently a response is expected. There are 

three priority levels: Low, Normal, and High. Emails with Low or High priority are displayed with a black or 

red exclamation mark respectively. 

2.11.7. Email delivery receipt 

To display the checkbox Receipt notification, activate the Options field in the Panel section View. 

If you want to receive a delivery receipt from the recipient, activate the Delivery receipt check box. When 

this is selected, the recipient is asked upon opening the email whether a delivery receipt should be sent. If 

the recipient does not refuse, you (the sender) will receive a confirmation that your email has reached the 

recipient. 

2.11.8. Email draft 

The Panel function Save Draft allows you to save an email for later editing. The email is moved into the 

Custom Drafts folder. If you want to edit it later, open the Custom Drafts folder, select the desired email, 

and click on the Edit draft Panel function. After you switch to the drafts folder, this function is available in 

the Email Panel section. 

2.11.9. Auto-save email draft 

While composing an email, the text is automatically saved in the drafts folder in regular intervals. This is 

to prevent loss of data. As soon as the email is sent, the automatically saved draft will be deleted. If the 

browser crashes while composing an email, the last saved draft remains on the system. 

You can activate or deactivate this function and define the intervals for the auto-save function (See 

{ŜŎǘƛƻƴ уΦммΣ ά9Ƴŀƛƭ Module OptionsέύΦ 

2.11.10. HTML-Editor for email messages 

You can format your text using the toolbar underneath the subject line. The toolbar will only be visible if 

the option for formatting emails as HTML is activated in the email options. 

2.11.10.1. Delete text 

To delete your entered text and create a new one, click on the sheet symbol New document. Your entries 
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will be reset and you can create a new email. 

2.11.10.2. Font 

This drop-down list lets you manually set the font within an email. 

2.11.10.3. Size 

You can define the font size of a text section using the drop-down list in the editor. Choose from font sizes 

ranging from 1 to 7 for the preinstalled fonts. 1 is the smallest and 7 is the largest font size. 

2.11.10.4. Formatting 

    Bold You can use this button to mark individual text sections in your email in bold. 

    Italics You can use this button to mark individual text sections in your email in italics.  

    Underline You can use this button to underline individual text sections in your email.     

    Crossed out You can use this button to cross out individual text sections in your email. 

    Align Left You can use this button to align individual text sections against the left margin. 

    Center You can use this button to center individual text sections. 

    Align Right You can use this button to align individual text sections against the right margin. 

    Justify Full You can use this button to justify individual text sections. 

    Select text color You can use this button to change the color of the font in sections of text. First 

select the section of text you want in a different color and then press this button. Then choose one of the 

colors offered by the color chart that opens up. The hexadecimal number is a typical six-figure 

hexadecimal number. By manually editing the source text, you can choose from an even wider range of 

text colors. 

    Select Background color You can use this button to change the background color for sections of 

text. First select the section of text you want in a different color and then press this button. Then choose 

one of the colors offered by the color chart that opens up. The hexadecimal number is a typical six-figure 

hexadecimal number. By manually editing the source text, you can choose from an even wider range of 

background colors. 

    Cut With this icon you can cut previously selected text and copy it to the clipboard. 

    Copy With this icon you can copy previously selected text. 

    Paste With this icon you can paste text from the clipboard. 

    Unordered List You can use this button to include text sections into a bulleted list. 

    Ordered List You can use this button to include text sections into a numbered list. 

Indent/Outdent Unfortunately, you cannot use the tab key when writing an email in HTML mode. 

As an alternative, you can use the buttons Indent and Outdent to achieve the effect. The former is 

nearly the same as pressing the Tab key. The latter deletes or decreases the indentation previously 

added to the email. 
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    Redo/Undo These two arrows allow you to undo or redo your changes. 

    Insert/edit image You can insert pictures into your text with this button. Clicking on it opens a 
dialog box where you can enter a link to an image or browse to a picture on your local hard drive. If you 
confirm your selection with Insert, the image is pasted in the text. 

    Insert/edit link To add working Internet or email addresses to your text, use the Insert/edit link 

icon. Clicking on the icon opens a small window where you can enter the new address. Click on the Insert 

button for the link to be inserted into your email. With the icon Unlink you can remove the link. 

    Insert horizontal ruler By selecting this icon you paste a horizontal line into your text field. 

    Insert special character Clicking on this icon opens a select window offering several special 

characters. You insert one of these characters by clicking on it with the left mouse button. The character is 

pasted into your text field at the location of your cursor. 

2.11.11. Copying web site contents 

You can copy a web page's content to an email. To do this, select the complete web page content by using 

the <ctrl>+<a> key combination. Copy the content to the clipboard by using the 

<ctrl>+<c> key combination. In the email window paste the text by using the <ctrl>+<v> key combination. 

Note: On Mac systems use the <cmd> key instead of <ctrl>. 

Note: Depending on the web page's structure some formatting might not be kept. 

2.11.12. Sending email messages 

To send an email message, click on the icon in the Send panel section. 

Note: If there is no subject text a warning is displayed. To send the email with a subject enter the subject 

text and click OK. If you do not enter text, the email is sent with the subject "(No subject)". To abort the 

send action click on Cancel. 

2.12. Managing email signatures 

Email signatures usually consist of salutations and contact data that you need in most email messages. To 

avoid having to enter a signature manually into every new email, you can automatically add a signature to 

your emails. Signatures are created, deleted and managed in the webmail client's Settings subfolder. The 

Mail folder contains a subfolder Signatures for this purpose. More details are available in the "Settings" 

ŎƘŀǇǘŜǊ ǳƴŘŜǊ {ŜŎǘƛƻƴ уΦммΦнΣ ά9Ƴŀƛƭ {ƛƎƴŀǘǳǊŜǎέ 

When you are writing an email you can select the desired signature via a select list. If you do not want to 

insert a signature, select No signature. 

2.13. Append vCard 
To display the checkbox Append vCard activate the Options field in the panel section View. 

To append a vcard to your email activate Append vcard. The vcard includes your contact data as entered 

in the global address book. Further information on ǘƘŜ ŀŘŘǊŜǎǎ ōƻƻƪ Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ {ŜŎǘƛƻƴ оΦмΦнΣ άPublic 

ŎƻƴǘŀŎǘǎέΦ 




