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Email Module

All common email functions are available via the Panel as shown below when in the email module:

New  E-Mail View  Aftachment Flag  Search -
‘ : )‘ (% Reply Q Dglete HSpI.it B, Open . -
| <] g Replyall 5 Print VSplit | & Save as % Clear

- (3 Forward ®3 Spam List Save in InfoStore s
SO , Copy & Markas m
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Primary Email Functions

Send  E-Mail View Attachment Window

New ¢ The new email button brings up a new window (| oot Bmoran (@ % cancel |~
used to compose an email. This wind(isplayed to the = NG

right) providesstandard email functionality including —

From Ta CCBCCSubjectandMessage BodywWhen From: [o@12%com (EM] 5

(sTocad [

composing a message, Opgehange provides a
compkte HTMEediting toolbar that functions similarly
to most word processing and email programs.

Fontfamly v Fontsze v | A -~

| & |—I2 |9~

Replyc Use theReplyfunction to respond to emails

you receive. Th&eplybutton will open the window to
compose an email with th€oand Subjecfields pre
populated as well as a copy of the message being replied
to in the main body of the message.

Reply Allg Use theReply Alfunction to respond to the 2=
sender of a message as well as any other recipients th...
were specifie in theCCfield. TheReply Albutton will open the window to compose an email with the CCand
Subjecfields prepopulated as well as a copy of the message being replied to in the main body of the message.

Compose Email Window

Forwardc Use theForwardfunction to senda message you receive to another recipient. Foewardbutton will
open the window to compose an email with tBeibjecfield pre-populated as well as a copy of the message being
forwarded.

Copycg TheCopyfunction creates a duplicate version of selected email(s) in a folder you specifopkieutton
brings up a list of available folders that the email can be copied to.

Delete¢ TheDeletebutton moves selected email(s) to the trash folder. When delet@ms from the trash folder,
they will be permanently removed.

Print ¢ ThePrintbutton displays a printefriendly version of the selected email within a new window and also opens
the print menu.

Spamg TheSpambutton marks selected email(s) as spam amaves them to the spam folder.
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Mark asc¢ TheMark asbutton brings up a list of email statuses that selected email(s) can be changed to. Status
options includeRead Unread AnsweredUnansweredDeleted and Undeleted

EmailViews

H Split¢ The horizontal split view displays a list of emails in the top part of the content area and a detailed view of a
selected email below.

V Split¢ The vertical split view displays a list of emailthe left side of the content area and atdied view of a
selected email to the right.

Listc The list view displays a fsibrtablelist of emails in the open folder.

Attachment Functions

Openg TheOpenbutton under the attachment section of the Panel openfile attached to an email. If an email
contains no attachment, th®penbutton opens the email body as an attachment.

Save ag TheSave adutton opens a dialogue window allowing you to save an attachment to a specified location. If
an email contains mattachment, theSave adutton opens a dialogue window allowiygu to save the email asfie.

Save in InfoStore TheSave in InfoStoreutton opens a window allowing you to save a file attached to an email in
InfoStore If an email contains no attachment, tiSave in InfoStore buttaadlows you to save the email as a file in
InfoStore.

Flags

Use flags to mark emails for better organization. Ten diffecefdredflagscan be usedo distinguish between different
types d emails. To flag selected emails, choose a flag color from the Panel or click the small down arrow below the
visible flag options for more flag color choices.

*NOTE: Email Flags will be available for use within Qf@bange starting in Spring 2010.

Search

Use the search funittnality in the Panel to find specific emadlssendes. Enter a search term in the text field and click
the magnifying glass icon to begin a search. Search results will be displayed in the content area. For further functionali
use the dropdown menu to specify criteria or search operators as specifiederOjpenXchange user manual.
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Calendar Module

All primary calendafunctions are available via the Panel as shown below when inaledamodule:

New Calendar  View Time Range  Flag Search ol
E [# Edit Calendar Day % =
© Delete  Team Work Week . % Clear
Print List Month o
Y% P Move | Detail Week e

Primary CalendaFunctions

New ¢ The new appointmenbutton brings up anew |4 Nl
window used tccreate an appointmentr appointment

series This window(displayed to the rightallows users | smponmen

to add informationincludingDescriptionLocation Start DMLMt T D18 Mectmene® | Ehvlaoth

and End DatefReminderand Comments Losstion

Start date o1-11-2010 | 10:00AM  [10:00AM |~ [ Allday
End date:* 01112010 | 11:00AM  [11:00AM |~

Edit¢ TheEditbutton is enabled when a previously P et L ST 5,
created appointment is selected. The button brings up | commens:

the same window that the new appointment button
does, but includes all fig$ that were previously entered
for a selected appointment

@
@

4
3

=
o
=3
@

Deleteg TheDeletebutton deletes selected e
appointment(s). A dialogue box will ask for deletion
confirmation.

Type: [ Pprivate appointment

Create Appointment Window

Print ¢ ThePrintbutton is enabled in list and detail calendar viewsligiplays a printefriendly version of the selected
appointment or appointmentist within a new window and also opens the print menu

Move ¢ TheMovebutton allows you to moveelected appointment(d)etween calendars you have access to.
Alternatively, you can move appointments via diagg-drop by dragging an appointment to the dexsi calendar in the
folder tree.

Calendar Views

Calendarg The calendar view displays appointments ogria arranged with times displayed on the left side of the
content area. For the calendar, team, and list views, Ethdaybutton in the uppetright comer of the content area
displays the selected view for the current date.

Teamc The team view displays the schedules of your team members that can be used to determine their availability
for new appointments. To view team members, chddfrom the Teanmember section of the Panel when in the team
view.
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List¢ The list view displays a full list of all appointments that occur during the specified time range.

Detail ¢ The detail view can only be used when a specific appointiiseselected. The view displays full information
about the appointment.

Calendar Time Range

Use theDay, Work weekMonth, Week andCustonfunctions to select the desired time range. The selected range is
applied to the chosen calendar view

Flags

Useflags to mark appointmentfor better organization. Ten differembloredflagscan be usedo distinguish letween
different types of appointments. To flag selected contactwose a flag color from the Panel or click the small down
arrow below the visild flag options for more flag color choices.

Search

Use the search functionality in the Panel to find speaifipointments Enter a search term in the text field and click the
magnifying glass icon to begin a search. Search results will be displayeddmtéet area. For further functionality, use
the drop-down menu to specify criteria or search operators as specified in the -@pkange user manual.

Appointment Types

Personalg Personal appointments aiedividual appointmets within your calendar foldethat are private and not
viewableor editableby other users.

Teamc Add team member scheduléom shared calendar® your team list to see their schedules sidgside. This
allows for easylanning of new appointments and helpgoid scheduling corigts.

Publicg with suitable access rights, users can create publandar folders for common uséppointments added to
this calendar are public and can be accessed by all users with proper viewing rights.

Sharedc Users can share their persorwllendar folders with specific users or user groups. Sheakshdarfolders
from other users can be accessed un8éared Foldeiis the folder tree.
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All primary contacfunctions are available via the Panel as shown below when ioghtactsmodule:
New Contacts View Flag Search -
= | [# Edit £l Use astemplate  Cards % L ) v
lg‘ © Delete & Move Phonelist @ % Clear
Print 7 Copy Detail |
) w e

- -

Primary Contactunctions

Save Window -

New ¢ The new contachutton brings up a new window | [&| ==
used tocreate a new contacilThis window(displayed to

the right)allows users to add full ceexct information Contact
. . . &) Business | &I Private & Additional 0 Attachments (0
including name, phonaumbel(s), emaibddresges), L
streetaddresges) and employment information i T—
Display name: Suffix:
Edit¢TheHdit button brings up the same window #ge et Frone ushess
ax (husiness; one (company)
new contactbutton, but includes all fiels that were ol A
previously entered for a selesd contact. Company: Department
;‘:IEICW. Ezzlr‘::umber.
Deletec TheDeletebutton deletes selected conta(s). oo™ EmmeeD
A dialogue box will ask for deletion confirmation. (=)
(__Folder..
Print ¢ ThePrintbutton is enabled in phone list and e Dlerwate cortact

detail contact views. Misplays a printefriendly version
of the selected contact details or contact list within a
new window and also opens the print menu

Create Contact Window

Use as template; TheUse as templatéutton copies the information of a selected contact into the new contact
window. The information can then be rdified and saved as a new contact without changingadhiginallyselected
O2y Gl OtQa AYyF2NXNIGAZ2Y O

Move ¢ TheMovebutton allows you to move selected contact(s) between contact folders you have access to.
Alternatively, you can move contacts via diag-drop by dragging a contact to the desired contact folder in the folder
tree.

Copycg TheCopybutton allows you to copy selected contact(s) to another contact folder you have accéss to.
identical contact will be added to the specified folder.
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Contact Views

Cardsc The cards view displays sortable columns of contact cards. Each card displays contastreatagldress,
phone, and ema#ddress

Phone listc The phone list view displagssortabldist of contacts including basic contact information and phone
numbers.

Detail ¢The detail view displays fuhformation about the contact, including all information that has been entered for
the contact.

Flags

Use flags to mark contactsr better organization. Ten differemoloredflagscan be usedo distinguish letween
different types of contacts. To flag selected contactsose a flag color from the Panel or click the small down arrow
below the visible flag options for more flaglor choices.

Search

Use the search functionality in the Panel to find specifictacts. Enter a search term in the text field and click the
magnifying glass icon to begin a search. Search results will be displayed in the content area. For furthealityatise
the drop-down menu to specify criteria or search operators as specified in the -@pkange user manual.

Contact Types

Personalg Personal contacts are private contacts for an individual user such as business partners, vendors, and
acquaintancs.

Public¢ with suitable access rights, users can create public contact folders for common use by all users. Public
contacts include all registered internal Op&change user at your organization.

Sharedc Users can share their personal contact foldeith specific users or user groups. Shacedtactfolders from
other users can be accessed un@rared Foldetis the folder tree.
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Task Module

All primary tasKunctions are available via the Panel as shown below whénetaskmodule:

New  Task View  Confirmation Flag = Search -
— | [# Edit HSplit | & Change % v
\@‘ © Delete | List w 3 Clear

% Print =
I & Move e

Primary TaskKunctions

Save Window -

New ¢ The new tasloutton brings up a new window Q) A8 Carel|=
used tocreate a new taskThis window(displayed to the

right) allows users to add full task details including —

Subject Startand Duedates,Status Priority, Completion @™ m‘ & ertcivente 1N disents O
Subject:

percentage ReminderandComments Due date: # saus  [Notstaed -
Start date: j Priarity: Normal - % done: 0 \:Hl\
Type: [ Private task

Editg TheHit button brings up the same window that | s

Tags...

the new task button does, but includes all fields that (- Fai.
were previously entered for a selected task Remind me | 05004 [~ | [INoty paricipants by E-Mail

Comments

Delete¢ TheDeletebutton deletes selected task(s). A
dialogue box will ask for deletion confirmation.

Print ¢ ThePrintbutton displays a printefriendly
version of the selected task or task list within a new Create TaskVindow
window and also opens the print menu

Move ¢ TheMovebutton allows you to move selected tasks(s) between task folders yougeweission to access
Alternatively, you can move tasks via diang-drop by dragging a task to the desired task folder in the folder tree.

Mark as doneg TheMark as donéutton (found in the dropdown menuunder the task Panel section) changes the
status of selected task(s) to complete. Completed tasks are shown as grayed davana line through them

Use as template; TheUse as templatéutton (found in the dropdown menuunder the task Panel section) copies
the information of a selected task into the create task window. The information can then be modified and saved as a
newtaskwithout changing theoriginallyselectedtaskQda A Y T2 NXY I G A2y ©®

Confirmation¢ TheConfirmationbutton allows you to change your confirmation for a public task that someone has
shared with you (e.g. frorAcceptedo Declined)
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TaskViews

H Split¢ The horizontal split view displays a listagksin the top part of the contat area and a detailed view of the
selectedtaskbelow.

Listg The list view displays a fgibrtablelist of tasksin the open folder.

Flags

Use flags to mark tasksr better organization. Ten differemblored flags can besedto distinguish letween different
types of tasks. To flag selected contacisoose a flag color from the Panel or click the small down arrow below the
visible flag options for more flag color choices.

Search

Use the search functionality in the Paneffitad specifidasks.Enter a search term in the text field and click the
magnifying glass icon to begin a search. Search results will be displayed in the content area. For further functionality, u
the drop-down menu to specify criteria or search opernet@s specified in the Opetchange user manual.

TaskTypes

Personalg Personal tasks are privatasksfor an individual useand arecontained within a personal folder

Public¢ with suitable access rights, users can create pudikfolders for common use by all uselBublic tasks can
be used to coordinate and improve teamwork.

Sharedg Users can share their personal task folders with specific users or user groups. tBkkfelders from other
users can be accessed un@Hared~oldersn the folder tree.
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InfoStore Module

All primary InfoStordéunctions are available via the Panel as shown below when imfb&toremodule:

New  Infoltern Views  Send Flag  Search -
r l [# Edit [=, Move | HSplit & Asattachment | =
e - z > :
(= © Delete @ Lock | List ¥ Aslink ] % Clear

% Print ' Unlock w
i P

Primary InfoStore~Functions

New ¢ The new itembutton brings up a new window
(displayed to the rightyised tocreate a newnfoStore
objectand allows you t@dda title, URL linkand
commentsas well aattach a file.

Edit¢ TheHit button brings up the same window that
the new item button does, huincludes all fields and
attachments that were previously added for a selected
object

Delete¢ TheDeletebutton deletes selectedbject(s). A
dialogue box will ask for deletion confirmation.

Print ¢ ThePrintbutton displays a printefriendly
version of the selected object information within a new Create InfoStore ObjedtVindow
window and also opens the print menu

Move ¢ TheMovebutton allows you to move selectasbject(s) between InfoStore folders you have access to.
Alternatively, you can movebjectsvia dragand-drop by dragging a task to the desired InfoStore folder in the folder
tree.

Lock/Unlockg TheLockbutton allows you to prevent otherfrom editing an InfoStore objedhough otter users

with access to the objeaan still downloadti Use theLock¥ dzy Ot A2y 6KAE S &2dzQNBE SRA(GAY
to others that the object is being modified.y OS & 2 dzQ@S  dzlie khéUsldtkiungtion ® alldvsothérs to

edit the object



