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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 catrieit 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 calgerXchangeBusiness Email.

I.I. Benefits of OpenXchange Webmail and Business Email Solutions

OpenXchange Webmail and Business Email are powerful;hasled 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
managementHow often do yowneed conference rooms, whiteboards, overhead projectors, etc.? With
resource management, you can better organize meetings and manage resource.

Ii.il. System Requirements

In order to successfully use Op&change Server, you should keep some settings pstém
requirements in mind.

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

The minimum display resolution for Opefthange Server is 1024x768. A higher resolution allows the
screen to display more information at once. This increases the ease of use. Please refeioto 1Sect

G[ 2FAXYRAYR [ 232dzii ¢ @
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 windovg must be allowe

NOTEThe application server refreshes all page information shown in the browsea result, you should

bh¢ dzaS &2dzNJ oNRPgaSNRa yr@gAaaridirzy StSySyita 6o O] od
is stored in cache.

Copyright OpetXchange Inc. 2009



(' dotster WebmailUser Manual

I.i.ili. Security
For external access, Opefthange Server supports SSL encryption, which ensures secure worldwide
access to internal company data from any PC.

Iii. Working with email

Lii.i. International Functionality

OpenXchange is geared to the needs of imationally operating companies in many respects. The
Webmail interface is provided inglish, Spanish, French, Germautch, Italian, Turkish, Swedish,
Korean, Polishand 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 OperXchange GUI support$TF8 character sets. Therefore, entries made via the web can include
foreign characters and emails can be sent with {8 Bacoded characters.

Copyright OpetXchange Inc. 2009 6
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Chapter 1. The OpeKchange Start Page

1.1 Loggingn and Logout
1.1.1. Loggingn

Your login page will includelds to enter your username and password. Please note that the fields are
case sensitive. If you enter incorrect logiformation, an error message will be displayed.

s Open-Xchange Server

Llsername: fom_dreen

Passwiord: 7=

(_Login_J

Build: 6271, 2007-08-17 11:19:40 |

Figure 1.1. OpeiXchange Login Page.

e ! / Screen Resolution

OpenXchange requires a minimum screen resolution of 1024 x 768. Higher screen resolutions wi
provide a larger viewing area. A lower screen resolution can affect the display of the functions av:
in the top panel. Fewer functions could be displagté glance. You can expand all functions gigp
step using the arrows shown in the top panel. To save space, you can deactivate the InfoBox unc
GDSYSNIt hLIiA2yade {gAGOKAY3I (KS PeasRmederf SéctioN.
13,6 ¢ KS a2RdzxZ S ol Nt @

1.1.2. Logout

When you complete your session you must logout. To do so, click drotimutbutton in the upper right
corner of the groupware interface.

! : Logging Oubf OpenXchangeon Public Computers

If you are working on a publaomputer, such as those found at Internet cafes or librarigs, it
egecially important that you logut of your OperXchange account wheyou have completed your

Copyright OpetXchange Inc. 2009 7
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work. Fyour OperXchangeNebmailis set to refresh your inbox frequently (for instance, every 5
minutes), this refresh rate will keep the system from timing out and automatically logging yaf out

Webmail On a public computer, this means your email account could potentially stay ddedes

GKS ySE
i K Bogcdzii ¢
have a problem.

LISNE2Y 6K?2

dza S a

GKS O02YLJMzi SN A T
evemi tim2ypuQ @S T A Yy A & REeRXchadgé Webrdal ¢zRJ & 2 dz &

e 2

1.2. The Start Page

After loggingin, 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-pppvindow regarding the invitation. In this pamp
window you will see a short description of thpointment/task and can either confirm or decline the

request.

Ly 3ISYySNIf=

iKS

{4 NI

LI 38

aSNBSa

I a

i Ly 2OSNIBASS

the first five entries are displayed. The number of the displayed elements can beechimiipe options

for the Start page.

Additionally, you can also see notifications about the new or unread Email messages. Information about
AYRAQGARdZ f

Y2Rdz Sa Aa LINPOARSR Ay {S8OiArz2y
Sl (@@ Logout )
Tom Green Mew Quick Settings -
7 ) . m bt @ = Show InfoBox =
T ¢ LI - I ]
— ‘,}| [ Show Guickinfo
B Em Show MiniCalendar
= & Tom Green w“fl
= A E-Mail -
+ 7 Calendar
Start Page
+ & Contacts
3 Tasks e Calendar X ‘_) E-Mail A
# P Public folders Next Week Mo ltems available
-
& Sharedfolders 12.05-2008  09.904M  Monihly Sales Mesting
# il Infostore
Later
01-02-2009  08:30 AM Manthly Sales Meeting
02-14-2009 Walentine's Day
1 Hovember » 42008 »
M T wW T F S 8§
44 27 28 28 30 3 1 2 i) nfoStore x5 [g] Tasks x5
=) ¢ ¢+ 5 8 7 8 9 I;nylnlos-lole ~ Mol bl
46 10 11 12 13 14 15 18 ol alabls
47 17 18 19 20 21 22 I3 O EE Tech fact shest engl  Tom Green 08-23-2007
45 24 25 27 2 29 30 Trade show information Tom Green 08-23-2007
Criving directions to Bostar  Tom Green 02-27-2007
ocurent for budget plann Tom Green -26-
| Today | D tar budget plann Torm 02-26-2007
Standard Agenda for Sales  Tom Green 02-16-2007
InfoBox
N Allfolders
Mo unread E-Mail.
24.30% 977 MB (X EE Tech fact sheet engl Tom Green 08-23-2007
File: 0.17° 48808

Figure 1.2. The Start Page

The Start page is dded 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 leftand side of your screen, you can see the modale bsing the
corresponding icons, you can directly access any &fmrange modules.

M®bdo X

Copyright OpetXchange Inc. 2009
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Ol
0 Modules - Torm Green 4l I e My 0 Quick Settings
c.?ﬂ _) Kty ’5_‘—] Eﬂ | @. R Show InfoBox
Fold ‘ J‘ [] Show Quickinfo
olders -

- Show MiniCalendar
= g ToOm Green "Tﬁ

= () E-Mail

+ % Inbox (7} —
# [ Calendar Email

- -Lm—l:ln-tﬂa—l:ts_—-——-h— e Bl e e e o Tttt it

Figure 1.3. Module bar

You can expand/contract the module bar via a small arrow in the upperhiid corner of the bar. The
first time you click the button, the mode 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
TheEmailicon takes you directly to the horizontal split view of your email inbox. You can manage and
O2YL}2&S @2dzNJ SYIFAf FNBY gAGKAY (GKS 9YIAf Y2RdzA So
1.3.3. The Calendar module

TheCalendaiicon is a direct linko the calendar modulein the Calendamodule you can manage
personal appointmentand information about them. For further information, refer to Chapter 4,
Calendar

1.3.4. The Contacts module

TheContacticon directs you to your contact list. You can change the default view settings in the module
PreferencesIn theContactsmodule you can manage your personal contaEta example: business and
private addresses, phone and fax numbers, etc. For furtiferination, refer to Chapter 3 ontacts

1.3.5. The Tasks module

TheTaskdcon leads you to the #$plit view of your pending tasks. You can change the default view
settings in the modul®referencesIn theTasksmodule you can manage your personal tagkd all data
pertaining to them For example: start date, end date, status, importance, members, etc. For further
information, please refer to Chapter basks

1.4. Folder structure

Below the module's title bar you can see a folder structure providingvanview of the OpeiXchange folders.

Copyright OpetXchange Inc. 2009 9
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1.5.

1.5.1.

Tam Green

adamMploR

Faolders

= & Tom Green
i E-Mail
¥ calendar
£ Contacts
Tasks

P Public folders

%) Shared folders

i) Infostare

Figure 1.4. Folder Structure

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 ocumsstmonly used functions. To view other
functions, click the second small arrow located underltbgoutbutton.

Clicking the arrow will expand the panel. Depending on the number of functions, more or fewer clicks may
be necessary. Clicking the arrows belinw functions will also display additional available actions. The
Panel replaces the menu bar and thus the complicated search and navigation through a standard menu.

SNENQ
| e Guick Settings -
Show InfoB ox =

"_3| [] show Guickinio

Show MiniCalendar

o
Lty

-

Figure 1.5. Panel functions

Icons for creating objects

The lefthand side of the Panel includes links to quickly create new emails, appointments, contacts,
distribution lists, and more.

Copyright OpetXchange Inc. 2009 10
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1.5.2.

1.5.3.

1.5.4.

1.5.5.

Dragand-drop

You can make your daily work much more efficient by using the-ainagirop function. Using the mouse
you can, for instance, quickly and easily move appointments in the calendar or move emails into other
folders, etc.

Context menu

In the Email Appointments, Contacts and Tasksmodulesthe most important functions can also be
accessed via th€ontext Menu.

To open the Context Menu, select one or more objects and4Gibik 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 towfard, or delete an email via the Context menu.

Shortcut keys

In the Email, Appointments, Contacts)d Tasks modules, some functions can be activated via shortcut
keys. For example, in the Email module a selectathé can be deleted by clickingeibelkey on your
keyboard.

Quick Settings

UnderQuick Settinggyou can choose to see th@uickinfosand/or InfoBoxby selecting the appropriate
check box.

1.5.5.1. The Quickinfos

The QuickInfos are particularly useful when learning how to use Xoéange 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 he Quickinfos. To toggle the view, select or deselect the check box next @uibkinfos

panel function.

1.5.5.2. InfoBox

1.5.6.

When activated, the InfoBox is displayed beneath the folder tree. It displays the status of your inbox and
includes statistics on yw mailbox usage. To show or hide the InfoBox in the Panel, select or deselect the
check box next to théinfoBoxpanel function. If you close tHafoBoxby clicking on the close button in
the upper right corner of the window, you will need to reactivate infoBox function to view it again.

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 moduiés.
the Emailmodule does not provide linking capabilities.

1.6. The Content Area

1.6.1.

The Module Panes

Copyright OpetXchange Inc. 2009 11
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Start Page

7 Calendar | <) EMail =
Next Week Mo lterns available

12-05-2008 0830 A Manthly Sales Meeting

E3

Later

01-02-2009 083040 wonthly Sales Meeting
02-14-2009 Valentine's Day

| InfoStore 4 E\ﬁ] Tasks < M
My Infostore

¥

Mo ltems availahle
(0¥ EE Tech fact sheet engl Tom Green 08-23-2007

Trade show information Tom Green 08-23-2007

Driving directions to Bostar Tom Green 02-27-2007

Document for budoet plann Tom Green 02-26-2007

Standard Agenda for Sales  Tom Green 02-16-2007

All folders

X EE Tech fact sheetengl Torm Green 08-23-2007

Figure 1.6. Content area including module panes

The content area is shown below the Panel. The content area is divided into several moduléhpanes
display multiple entries. By default the following module panes are displayed:

TheEmailmodule pane displays the most recent unread email, showing the sender and the subject,
plus the date and time of the email delivery.

TheCalendamodule pane shes 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.

TheTasksnodule pane shows the current tasks, i.e. &gt 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 following functions are accessible from the module panes:

Clicking the title bar of a module pane opens the respectiveute

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 1.62pver.

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\dovth&on
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.

Copyright OpetXchange Inc. 2009 12
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' ¥ o .@ ) | Logout |
Tam Green Mew Quick Settings

=} E-Mail
# [ Calendar
Start Page
# &1 Contacts
= [ Tasks m™n Calendar > ® ) EMai X
= P Public folders Next Week

® %) Shared foiders

®

[ Infostore
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Show MiniCalendar

Mo ltems available
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Later

01702—2§ﬁ 08:30 AM Manthly Sales Meeting

fa-1a-a General | Participants | AttachmentsiLinks | Others
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i Chicago Office
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B i e e e e e i, s . Al . S e e O A .

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 isisplayed.

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 hovea.a

Further information on hover contents can be found in the single module chapters.

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 piaular 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 datelisplayed 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 i€éhendar week

view. Doubleclick the desired day in the calendar to create a new appogntt 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 dd. 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 iptehd, Calendar
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1.8. InfoBox

ThelnfoBox 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 calemdatacts, 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 ag provided in Chaptes, Settings
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Chapter 2. EMail

Click on theemailicon in the navigation bar to open the OperCKange email administration web
interface. There, you can manage all your email correspondence simply using your web browser.
Alternativey, you can also open themail 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 t@nfound in Sectio6.9.3X & ! RRAGA2Yy I f SY
F O02dzyiiaé o
In theemailmodule, you can read emails, write new emails or manage your existing email messages.
S 219 [ Logout )
Tom Green Mew E-Mail Wiey Attachment Flag Search
d M B O | | G Repl @ Delete | Hsplit 2 O 1 .
EAmMBPEDR ‘)| ca R:z\:an 5 Fﬁn?e VSSI\‘I S:ve;as 5: %o
Ffld’s:\r s ; | = Forward  f Markas | List SaveinInfoStore | W e
; & [Inbox Private folders | E-Mail { Inbox (10/0)
# [7% Calendar
5 2 Contacts From Subject Received ~ Size
- @ © 4 Frank Meyer Technical Data Sheet OX EE 08-23-2007 0422 PM  456.04 KB
] Tasks
& D Fublic folders (4 Irene Murphy Re: Risk of fraud with credit cards? 08-23-2007 0418 PM 204 KB
- i‘ Shared falders Il (= Brian Connar Fact Sheet Open-Hehange Express Edition 08-23-2007 0414 PM 1 MB
i !:7; Infostore 1] [ Timo Meier Marketing brochure in English 08-21-2007 11:07 AM 13483 KB
4 Bill Keens Customer request for 0¥ Express Edition 08-20-2007 0415 PM 1.03 KB
= Technical Data Sheet OX EE
From "Frank Meyer" =frank_meyeri@dachoat=
To "Jean Dupont' <jean_dupont@dochoat=, "Tam Green” <tom_green@dachoat=, "Tima Meier' <timo_meier@dachoat=
M e U ZI Received: 03-23-2007 04:22 PM
Mm 1T W T F s S
44 27 28 28 3 @ 1 2 attached......
45 3 4 5 3 7T 8 9
46 10 11 12 13 14 15 16 Regards, Frank
47 17 18 19 20 2 22 23
48 24 26 27 X 29 30
[ Today |
InfoBox
Mo unread E-Mail.
24.39% STTMB L Tach_Fact_Sheet EN pdf (454 75 KE),
File: 0.17% 48868
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 displagnwihlmodule,
perform a search, and set flags viathe Paaee NS RSl At & 2y ¥Ftl3a Oy 06S ¥F2dz

SYI At

YySaal 3Sa

GAOK FEF3aédd CdzNIKSN)¥2NBX

0KSNB Aa

the upper righthand corner, you can activate ttf&how Quickinfaoption. In the folloving sections we will
discuss the individual functions in more detAiDTE: 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 rigiers theemail module in the HSplit
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view. In the Panel you can switch the display mode foretmail 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 § to protect your privacy. Above the Subject a blocked content warning is displayed. To display the
graphics click ohoad graphics

Suspicious email that may potentially be phishing mail with fraudulent content will be shown with a
warning displayed abovine 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 lire tcurrent email folder displayed in parentheses. If there
are any unread messages, the number of unread messages is displayed as well.

2.2.1. HSplit

The email listing in the horizontal split view shows the sender and subject of individual emailatehe
the emails were received, email size, and flags. More details on flags can be found in Section 2.21,
Gal NJ]Ay3a SYI At WOAEH EnhiSRagsavil hekavaitable fa ase within Op@hange
starting in Spring 2010.

In the Horizontal Splitiew, 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 theatdykeys
Arrow up or Arrow down.

2.2.2. iSplit

The email listing in the vertical split view shows the sender and subject of individual emails, the date the
SYFHAf&d 6SNB NBOSAGSRI SYIFAf aAail 83 | yR TMartkiAga ® a2 NB
SYIFAf YSaal NOAE: Enfailifkagstvill beshdaitaliie for use within Op@hange starting in

Spring 2010.

In the \ASplit, thecontent of the currently selected emaildésplayed on the right of the email listing. By
clicking on an emawith 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 mulégemails 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

0S F2dzyR Ay {SOiUA2Y HDPHMI NQOUE: Rhadl PaysiBeravalable ferSisea I 3 S a
within Open-Xchange starting in Spring 2010.

In order to open a specific email, you have to open it in tHephit view or VSplit view by selecting it with

the left mouse button and clicking on the respective function in\@w 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 withythedee keys
Arrow up or Arrow down.
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2.3. The search function

You can search for specific emails or senders usingéaechfunction from the Panel section with the

same name. This searches the currently opened folder for all characters that you enttrdi@earch

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 uppethidgict corner of

the Panel. If you clickothe arrow, theSearchoption 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 in®eiehfield,
wildcards (thecharacters * or ?), or combinations of parts of the name and wildcards.

After entering your search query, click on tBearchicon to start the search. In your search query, you
can use wildcards as follows:

e Me or Me* => all terms from the currently openéalder that begin with "Me".

o 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 Mbyénot
Mair or Miller).

As soon as theesirch is completed, only the emails matching the search criterion are displéyeadl
want to reset the email display after a search to display all emails from the currently open folder, click
Clearin the Search panesection.

This removes your previolysentered search criterion from th&earchfield as well as the resulting
filtering of the displayed emailsthus, all emails from the currently open folder are displayed again.

2.4. The Quickinfos

The QuickIinfos show additional information for enhancedbility. 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 uppehaglat corner of the
Panel. Tts displays the optioShow Quickinfoon 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 i#-Split, V-Splitand list view. Information on how to use hovers danfound in
{SOlA2Y MOPcDPHI dal 2P0SNEP® | K2@SNJ O2yaradca 2F GKS F2f

e TheGeneraltab, containing:
0 The email module icon.
0 The subject and sender of the email.
0 The status icon that shows whether an email was read and answered.

0 The email bodyDepending 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 thggral view.
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e TheAttachmentstab. The number displayed in brackets indicates the number of attachments. If the
email contains attachments, the following will be displayed for each attachment:

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

o Icons for opening and simg the attachment.

2.6. Reading email messages

There are several ways to read emails. In both th@ptt and thev-Splitviews, you just need to click on

the desired email with the left mouse button. It is then displayed in the detail window belowxartoe

the list. Doubleclicking on an email opens this email in a new window. This makes long emails easier to
read.

Theminusor plussigns on the left side of the subject allow you to open or close the email header.

2.7. Adding email contacts to addres®ok

Email addresses can be added to the address book via drag and drop or from the context menu. Click on
the email address in thEromfield and drag the address to your contact folder or right click on the email
address and sele@&dd to address bookThe 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 th@ollected Addresse®lder. 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 fuBbhb@ansource
Alternatively, you can also activate the functiShow sourcen the context menu.

The source data will be displayed in a new window. In the c@mteenu 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 bplit or VVSplit view in order to open or save the attachniehfhe 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 yowant to save the attachment, click on the name of the attachment with
the left mouse button and seleGave asn 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 WM/ look different for various browsers and browser settings.
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Figure 2.2. Saving email attachments

2.10. Replying to email messages

Reply to an email message by selecting the desired email and then clicking Reglyeption under

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

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".. Irthh@ases, the email is opened in an editing window. Compose

your reply and then click on the icon undeend Other options like @ding attachments or formatting

G§SEGT Oty ©6S FT2dzyR Ay {SOlA2Yy HoOmMmMI &/ 2YLIaAiy3a yS§

TheReplyand Reply allfunctionscan also be accesse@ the context menu.

2.11. Composing new emails

In order to write a new email, click on the email icon underneathNlee Ranel entry. This opens a
window for composing your new email.

In the MSplit and List view you can also oper thew email window by doublelicking on the empty field
below the email list.

HOMMOM® GdOWME V¢ RNER LI
In order to display thé&romdrop-down list, activate théFrom" field checkbox in th&iew Panel section.

In theFromdrop-down list, select the addresto be used as sender address. When multiple email
accounts are set up, they will be listed in the didpwn. Information on how to set up additional email
accounts can be found in Secti6rd®o = a! RRAGA2Y It SYIFAf | O0O2dzyia¢ o
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HOMMPHD a¢c2é FTASER

Enter the enail address of the recipient into thEoinput field. If the message should be sent to multiple
recipients, enter the email addresses into the field separated by commas. RecipientsTialihe can see
which other recipients were entered in thieoand GCfields. The recipients entered und&o cannot,

however, see any recipients who are entered into Bedield. If you enter two or more characters of an
email address and autcompletion is enabled, you will get a list with email addresses that cottiase
characters. The list is sorted based upon the frequency you use each email address, with internal users
listed first. Select the intended recipient by leticking on the address or by selecting it with the arrow
keys. You can search for specificipgents by clicking on th€obutton. This opens a dialog box with a
SearchiFA St R® 9y iGSNI GKS yIYS 2N LI NI 2F Go K fieBelbiw LIA Sy (G Qa
shows a listing of the search results. Select the desired recipient with ditdf and then click oAdd Ta

With OKyou accept the selection and close the window.

If the Search all contact foldersontrol field is activated, all contact folders are searched for addre3ses.
search in a specific contact folder deactivate thetoolfield. Then click on th€ontact foldersbutton
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 th@ollected Addresseflder. You cardeactivate this function in the email

settings
Send  E-hiail Wiewy Attachment i d o -
—  [# Save Draft "Fram"-Field S Add & Cancel =
[]
|—% "Ce-Field &y Remnove
o ] "Bee"-Field
[ Optians
E-Mail
From: tom_green@dochoat -
|\_T°-r,| Select Recipients (5
—_— Search [ Go |
WL —
Select Address Book: | Contactfolder... |
Subject: Name E-Mail
-] Connar, Brian brian_connor@dochoat 29
B 7 U s =
J | ) B | =& pupant, Jean iean_dupont@dochoat
s U3 B]E = & Gre&fh Tom torn_green@dochoat
&1 Hale Henry henry_hale@dachoat
Bl Hernandez, Sharan sharon_hermandez@dochoat
& Hopking, Leanard leonard_hopkins@dochoat
& Huntley, Claire claire_huntley@dochoat 3
Select fram the list and add selected as recipients
f  AddTo-= |jean_dupont@dachoat
[ mgdce- |
[ AddBoc-» |
[ Clear ] —mll Cancel ]
Signature: Mare -

Figure 2.3. Adding email recipients

Copyright OpetXchange Inc. 2009 20



D

. dotster WebmailUser Manual

2.11.3. CC
To display theCCfield, activate the checkbd¥CC" fieldin the panel sectioView.

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

into the CCfield. CC stands fararbon copyIf you want to enter multiple email addresses, separate them
with commas. Recipients entered in t@&ine can see the addresses of the other recipients inTi@e

and CCfields.Only recipients entered undég8CCannot be seen by recipients who are entered into the
CdCfield. You can search for email addresses by clicking o@@heitton. This opens a dialog box with a
Searchfield. Enter a name or part of a name you want to sémdnd start the search usingo. The field
below shows a listing of the search results. Select the desired recipient with a left click and then click on
Add Ta With OKyou accept the selection and close the window.

2.11.4. BCC
To display thé8Cdield, activate the checkbdBCC" fieldin the panel sectioView.

Email addresses entered in tB&Cdield are hidden from other recipients. This field is caBithd Carbon
Copy In this field you can enter the email addresses of people to whom yotitwaend a copy of the
current email for information. If you want to enter multiple email addresses, separate them with commas.
Recipients entered into thBCdine are not visible to recipients in thieoand Cfields. You can search for
email addresses by clicking on tBEutton. This opens a dialog box witlSaarchfield. Enter the name

or part of a name of the intended recipient and start the search ugagrhe field below shows a listing

of the searchesults. Select the desired recipient with a left click and then clickdzhTo With OKyou

accept the selection and close the window.

2.11.5. Email attachments

Using theAttachment panel section you can add attachments to your email. In order to ingert a
attachment, click on thé\dd function. This opens a dialog box where you can select a file viarthese
button. The file to be attached is added to the list wikHd. Once you have made your choice, confirm
and save it withtOK If you want to cancel #aselection and close the window, click @Gancel

2.11.6. Priority
To display the checkbdriority, activate theOptionsfield in the Panel sectioXiew.

Using thePriority select list you can assign a priority to the message. This priority is showa to t

recipient so they know how important the message is or how urgently a response is expected. There are
three priority levelsLow, Normal, andHigh Emails with.owor Highpriority are displayed with a black or
red exclamation mark respectively.

2.11.7.Email delivery receipt
To display the checkbdXeceipt notification,activate theOptionsfield in the Panel sectiodiew.

If you want to receive a delivery receipt from the recipient, activateDadivery receiptcheck box. When

this is selected, the @pient 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.
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2.11.8. Email draft

The Panel functio®ave Draftllows you to save an email for later editinhe email is moved into the
Custom Draftdolder. If you want to edit it later, open th€ustom Draftdolder, select the desired emaill,
and click on théedit draft Ranel function. After you switch to the draffolder, this function is available in

the Email Panesection.

2.11.9. Autesave 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 ig,9be 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-saxe function (See
Section6.9.2 & 9ddulk Options U ¢

2.11.10. HTMHEditor 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

2.1110.1. Delete text

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

2.11.10.2. Font
This dropdown list lets you manually set the font within an email.

2.1110.3. Size

You can define the font size of a text section using the dimpn 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
B BoldYou can use this button to mark individual text sections in your emhlih
£ Jtalics You can use this button to mark individual text sections in your emadlios
UnderlineYou can use this button to underline individual text sectiongor email.

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

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

CenterYou can use this button to centardividual text sections.

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

Justify FullYou can use this button to justify individual text sections.

-

Select text colorYou can use this button ttchange 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
22
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colors offered by the color chart that opens up. The hexadecimal number is a typifigligix

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

¥~ Select Background coldfou can use this button to change the background color for sections of

text. First select the section of texbu 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 typiicalrsix
hexadecimal number. By manually editing the source text, you can choose fremearwider range of
background colors.

% cutWith this icon you can cut previously selected text and copy it to the clipboard.

<2 CopyWith this icon you can copy previously selected text.

=5

PasteWith this icon you can paste text from tleéipboard.

aus
11

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

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

b
il

sz Indent/Outdent Unfortunately, you cannot use th@b key when writing an email in HTML mode.

" As an alternative, you can use the buttdngent and Outdent to achieve the effect. The former is
nearly the same as pressing thabkey. The latter deletes or decreases the indentation previously
added to theemail.

“ Redo/UndoThese 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 withnsert, the image is pasted in the text.

&0

Insert/edit link To add working Internet or email addresses to your text, usdrbert/edit link
icon. Clicking on the icon opens a small window where you can enter the new address. Clicknserthe
button for the link to be inserted into your eriaWith the iconUnlink you can remove the link.

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

2 |nsert special characte€licking 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 wglage'scontent to an emailTo do ths, select the complete web page content by using
the <ctrI>+<a>key combinationCopy the content to the clipboard by using the

<ctrI>+<c>ey combination. In themailwindow paste the text by using thectrl>+<v>key combination.

Note: On Mac systems ulee <cmd>key instead okctrl>.

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 irSéredpanel section.
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2.12.

2.13.

2.14.

2.15.

2.16.

Note: If there is no subject text a wang is displayed. To send the email with a subject enter the subject
text and clickOK If you do not enter text, the email is sent with the subject "(No subject)". To abort the
send action click o€ancel

Managing email signatures

Email signaturessually 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 managdueinvebmail client'Settingssubfolder. The

Mail folder contains a subfoldeBignaturedor this purpose. More details are available in the "Settings"
chapter under Sectio.92> a9 Yl Af {A3Iyl (dz2NBaé

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, sele®o signature

Append vCard
To display the checkbaxppend vCardactivate theOptionsfield in the panel sectioWiew.

To append a vcard to your email activ@tppend vcard The vcard includes your contact data as entered
in the global address book.

Forwarding emails

If you want to send a specific email from your inbox to somebody else, udeotineardPanel funtion for
this purpose. Select the desired email and click on the forwarding function. This opens a window where
you can enter the recipient. Follow the same procedure as during writing and sending a new email.

Alternatively, you can also activate the functiBarwardvia the context menu.

If you want to forward several emails at once, you can select the emails you want to send and then click
on Forward The emails are sent as attachments in a new email.

Enail status

You can change the status of an email in the Panel. To do this, clM&rkras This opens a select list

with several options. For instance, if you want to mark an email which you have already read as unread,
select the optionJnread This cases the email to be displayed in bold again. You can also mark an email
to which you have replied ddnanswered This is useful, for instance, when the email contains several
open issues that you cannot all address immediately.

The envelope icon shows ythe current status of an email. It is displayed in every list view. If you have
already replied to an email, the envelope shows a green arrow. If the email was read, it shows an open
envelope. If the email is unread, it shows a closed envelope.

Movirg and copying email messages

If you want to copy an email or move it into another folder, select the desired email and select the
relevant option in the panel. This opens a directory window where you can specify a location for the email
or the email copylf you want to cancel the process, click on the close button in the upperigynd

corner. Once you have selected a final destination via mouse click, the email or the copy is placed there
and the window is closed.
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2.16.1. Moving emails via dragnd-drop

As an alternative to the approach described above, you can also move emails vandidigp. For this,
select the email(s) to be moved, hold the mouse button and drag them in the folder tree to the desired
destination folder and release the mouse buttthrere.

When you release the mouse button on the desired target folder, all selected emails are moved into this
email folder.

While you are moving something via dragd-drop, an icon is displayed next to the cursor. This icon
indicates your moving permigms. You can move emails only into your email folders. If, for instance, you
try to move emails into a contact folder, a red icon is displayed next to the cursor. This icon indicates that
this operation cannot be performed. A green icon symbolizes thabiberation is possible.

2.17. Marking email messages as spam or ham

To mark emails as spam select one or more emails and click on the Panel f@paionAs an alternative
the functionSpamcan also be activated from the context menu.

The selected emailsill be moved to theSpamfolder.

To undo your action, select one or more emails in $pamfolder and click on the Panel functidtieam
You can also activate théamfunction in the context menu.

The selected emails will be moved to timbox folder.

Note: TheHamfunction moves the emails back to theboxfolder, even if the emails were copied to
other folders before being marked as spam.

2.18. Deleting email messages

If you want to delete an email, select the desired email and click o#lete Panelfunction. You can
also delete selected emails with tiixelkey or via the context menu.

The deleted emails will be crossed out in the list view. Additionally, the emails will be marked as deleted
by a respective symbol.

To delete the entire contents of aamail folder, righiclick on the folder in the folder tree and select the
option Empty folder. By default, emails deleted this way are moved into Ghestom Traskiolder. You can
alsopermanentlydelete emails. Learn more about this under Permanently reendeleted emails (see
Section6.9.1, EmaiModule Optiong.

2.19. Printing emails

To print the contents of an email, select the email in any view or open the email by ddidiimg on it.
Then click orPrintin the Panel

To print a list of emails selemultiple emails in any view. Then click Brintin the Panel

2.20. Saving email messages

In order to save an email, select it in any vi®ightclick on it and selecdave Depending on the
browser, you might be asked whether you want to open or ghedile. Select Save. Select a location and
enter a file name. The email is saved as text file with the ending .eml.
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