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Email Module

All common email functions are available via the Panel as shown below when in the email module;
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Primary Email Functions
. . . Send  E-Mail View Attachment ‘Window

New ¢ The new email button brings up a new window | R I % cancel |~
used to compose an email. This window (displayed to the NG
right) provides standard email functionality including —
From To CCBCCSubjectand Message BodyWVhen From: | #bc@123.com (EMl) =

composing a message, Open-Xchange provides a
complete HTML-editing toolbar that functions similarly
to most word processing and email programs.

Fontfamly v Fontsze v | A -~
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Replyc Use the Replyfunction to respond to emails
you receive. The Replybutton will open the window to
compose an email with the Toand Subjecfields pre-
populated as well as a copy of the message being replied
to in the main body of the message.

Reply Allg Use the Reply Alfunction to respond to the 2= =

sender of a message as well as any other recipients that Compose Email Window

were specified in the CCfield. The Reply Albutton will open the window to compose an email with the Tg CCand
Subjecfields pre-populated as well as a copy of the message being replied to in the main body of the message.

Forwardc Use the Forwardfunction to send a message you receive to another recipient. The Forwardbutton will
open the window to compose an email with the Subjecffield pre-populated as well as a copy of the message being
forwarded.

Copyc The Copyfunction creates a duplicate version of selected email(s) in a folder you specify. The Copybutton
brings up a list of available folders that the email can be copied to.

Deletec The Deletebutton moves selected email(s) to the trash folder. When deleting items from the trash folder,
they will be permanently removed.

Print ¢ The Printbutton displays a printer-friendly version of the selected email within a new window and also opens
the print menu.

Spamg The Spambutton marks selected email(s) as spam and moves them to the spam folder.
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Mark asc¢ The Mark asbutton brings up a list of email statuses that selected email(s) can be changed to. Status
options include Read 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 Splitg The vertical split view displays a list of emails in the left side of the content area and a detailed view of a
selected email to the right.

Listc The list view displays a full sortable list of emails in the open folder.
Attachment Functions

Open¢ The Openbutton under the attachment section of the Panel opens a file attached to an email. If an email
contains no attachment, the Openbutton opens the email body as an attachment.

Save ag The Save adutton opens a dialogue window allowing you to save an attachment to a specified location. If
an email contains no attachment, the Save adutton opens a dialogue window allowing you to save the email as a file.

Flags

Use flags to mark emails for better organization. Ten different colored flags can be used to distinguish between different
types of 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 Open-Xchange starting in Spring 2010.

Search

Use the search functionality in the Panel to find specific emails or senders. 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,
use the drop-down menu to specify criteria or search operators as specified in the Open-Xchange user manual.
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Calendar Module

All primary calendar functions are available via the Panel as shown below when in the calendar module:

MNew Calendar  View Time Range Flag Search

1,23 [# Edit Calendar Day %

2| | @ Delete | Teamn Work Week . % Clear
Print | List Month g

Y% P Move | Detail Week *

v - -

4|

PrimaryCalendarFunctions

New ¢ The new appointment button brings up a new
window used to create an appointment or appointment
series. This window (displayed to the right) allows users
to add information including DescriptionLocation Start
and End DatefReminderand Comments

Edit¢ The Editbutton is enabled when a previously-
created appointment is selected. The button brings up
the same window that the new appointment button
does, but includes all fields that were previously entered
for a selected appointment.

Deletec The Deletebutton deletes selected
appointment(s). A dialogue box will ask for deletion

confirmation.

Save Window
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Display as reserved
Type: [ Private appointment

Create Appointment Window

Print ¢ The Printbutton is enabled in list and detail calendar views. It displays a printer-friendly version of the selected
appointment or appointment list within a new window and also opens the print menu.

Move ¢ The Movebutton allows you to move selected appointment(s) between calendars you have access to.
Alternatively, you can move appointments via drag-and-drop by dragging an appointment to the desired calendar in the

folder tree.

Calendar Views

Calendarg The calendar view displays appointments on a grid arranged with times displayed on the left side of the
content area. For the calendar and list views, the Todaybutton in the upper-right corner of the content area displays the

selected view for the current date.
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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 appointment is selected. The view displays full information
about the appointment.

Calendar Time Range

Use the Day, Work weekMonth, Week and Customfunctions to select the desired time range. The selected range is
applied to the chosen calendar view.

Flags

Use flags to mark appointments for better organization. Ten different colored flags can be used to distinguish between
different types of appointments. To flag selected contacts, choose 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 Panel to find specific appointments. 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, use
the drop-down menu to specify criteria or search operators as specified in the Open-Xchange user manual.
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All primary contact functions are available via the Panel as shown below when in the contacts module:
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Primary Contactunctions

New ¢ The new contact button brings up a new window
used to create a new contact. This window (displayed to
the right) allows users to add full contact information
including name, phone number(s), email address(es),
street address(es), and employment information.

EditcThe Hlit button brings up the same window as the
new contact button, but includes all fields that were
previously entered for a selected contact.

Deletec The Deletebutton deletes selected contact(s).
A dialogue box will ask for deletion confirmation.

Print ¢ The Printbutton is enabled in phone list and
detail contact views. It displays a printer-friendly version
of the selected contact details or contact list within a
new window and also opens the print menu.

Save

]

Window -
2% Cancel =

Contact
£ Business &3 Private & Additional

Title

Last name:
First name:
Display name:

Phone (business):
Fax (husiness)
Mobile:

E-Mail (husiness):

Company:
Street;

ZIP I City:
Country:
State:

| Tags...
[ Folder..

Type: [ private contact

Middle name:
Suffix:

Phone (business 2);
Phone (company)
URL:

IM (business):

Department
Paosition
Room number:
Employee ID:

Create Contact Window

Use as template; The Use as templatéutton copies the information of a selected contact into the new contact
window. The information can then be modified and saved as a hew contact without changing the originally selected

O2y Gl OtQa AYyF2NXNIGAZ2Y O

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

tree.

Copyc The Copybutton allows you to copy selected contact(s) to another contact folder you have access to. An

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 contact name, street address,
phone, and email address.

Phone list¢ The phone list view displays a sortable list of contacts including basic contact information and phone
numbers.

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

Flags

Use flags to mark contacts for better organization. Ten different colored flags can be used to distinguish between
different types of contacts. To flag selected contacts, choose 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 Panel to find specific contacts. 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, use
the drop-down menu to specify criteria or search operators as specified in the Open-Xchange user manual.
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Task Module

All primary task functions are available via the Panel as shown below when in the task module:

Mew  Task View  Confirmation Flag = Search
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% Print =
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Primary TaskKunctions

New ¢ The new task button brings up a new window
used to create a new task. This window (displayed to the
right) allows users to add full task details including
SubjectStartand Duedates, Status Priority, Completion
percentage Reminderand Comments

Edit¢ The Edit button brings up the same window that
the new task button does, but includes all fields that
were previously entered for a selected task.

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

Print ¢ The Printbutton displays a printer-friendly
version of the selected task or task list within a new
window and also opens the print menu.

Window -
2 Cancel =

| Series.. |

| Tags...
| Folder...

[ Private task

yants (0) | 0 Attachments (0)

T  Status: Not started -
j Priority: Normal - % done: 0 \:Hz\

Remind me:

Comments

3 08:00 AM b Notify paticipants by E-Mail

Create TaskVindow

Move ¢ The Movebutton allows you to move selected tasks(s) between task folders you have permission to access.
Alternatively, you can move tasks via drag-and-drop by dragging a task to the desired task folder in the folder tree.

Mark as doneg The Mark as donédutton (found in the drop-down menu under the task Panel section) changes the
status of selected task(s) to complete. Completed tasks are shown as grayed out and have a line through them.

Use as template; The Use as templatéutton (found in the drop-down menu under 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
AYoR.2 NY I G A

new task without changing the originally selected taskQ a
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TaskViews

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

Listg The list view displays a full sortable list of tasks in the open folder.

Flags

Use flags to mark tasks for better organization. Ten different colored flags can be used to distinguish between different
types of tasks. To flag selected contacts, choose 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 Panel to find specific tasks. 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, use
the drop-down menu to specify criteria or search operators as specified in the Open-Xchange user manual.
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Settings

Access the Settings Moduleby clicking the settings icon on the far right of the Module QAANDREILR
Bar. This will bring up a list of settings pages (displayed to the right) in place of the g e

Folders
standard folder tree on the left side of the Open-Xchange interface. = %8 Configuration
] % Import
Use the settings menu to: &, Options
% Tags
e Import tasks, appointments, or contacts from other programs % § Start Page
e Modify visual effect and hover settings ® ol E-Mail
e Change region and language options = @ Calendar

[+ "@Q Contacts
® ¢ Tasks
[+ ”u_@ InfoStore

e Add, edit, or delete tags
e Modify start page layout

e Change email, calendar, contact, and task preferences @ ¥ User
¢ Manage email signatures # § Administration
¢ Modify personal account data % Extras

¢ Change miscellaneous settings



