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Chapter 1. Comparison Open-Xchange Server 5 - Server 6

1.1. Improvements since Open-Xchange Server 5
For the user the Open-Xchange Server 6 offers the following essential improvements.

Enhanced usability due to new user interface
▪ Interface and user functions follow modern desktop applications.

▪ Intuitive and consistent user functions increase the productivity when working with the groupware.
Among other things this is achieved with a clearly structured module bar and consistent function calls
in all modules.

▪ New, standardized views like H Split and List view offer a clearly structured and standardized design
of the groupware objects.

▪ A panel offers context-related functions in all modules. Examples: Newly create, edit, delete groupware
objects.

▪ Many frequently used functions can be activated in a context menu with the right mouse button.
Examples: answering or forwarding E-Mails, adding an E-Mail address to an address book, editing a
contact.

▪ Alternatively, many tasks can be done by using drag & drop. Examples: moving groupware objects to
other folders, changing an appointment's time and date. Appointments can also be created by double-
clicking the calendar.

▪ You can create a new object without opening the respective module. It is possible for instance to
create a new contact from within the calendar module.

Improved overview due to clear module concept
▪ The new InfoStore module replaces the modules Documents, Knowledge, Bookmarks.

▪ The E-Mail module is no longer a separate window but integrated into the start page.

▪ The new Options module replaces the former Setup window. It offers many more options and indi-
vidual settings for the groupware behavior.

A large number of new functions
▪ The groupware's behavior and design can be individually set up. This is e. g. true for country specific

settings, themes, notifications, and many more.

▪ The start page's design and content can be individually set up. The start page's module windows can
be adjusted with drag & drop. With the help of UWA modules website information from the Internet
and intranet can be displayed.

▪ Groupware objects can be marked with tags and flags.

▪ Hovers display detailed information about groupware objects i. e., there is no need to open a detail
view.

▪ If wanted the groupware reminds you in a pop-up window about due appointments and tasks.

▪ For planning team appointments teams can be created and used for team views.

▪ Contacts, appointments, and tasks can be imported and exported in several standard formats.

1© Copyright Open-Xchange Inc. 2012



1.2. New functions & functions comparison
This chapter explains essential new functions in the single modules of the Open-Xchange Server 6. It
compares frequently used functions of the Open-Xchange Server 5 with the respective functions of the
Open-Xchange Server 6.

The following chapters show how to use some of those functions. A complete description of the Open-
Xchange Server 6 functions can be found in the user manual, in the user guide and in the online help.

Portal page (OX5) or start page (OX6)

Essential changes:

▪ Current information and unread E-Mails are displayed together on one page in separate module
windows.

▪ By clicking the title of a module window the respective module is opened.

▪ The view can be changed by the user.

▪ By using UWA modules additional information can be integrated.

A description of the start page can be found in 2.1: The start page interface.

Functions comparison:

Open-Xchange Server 6Open-Xchange Server 5Finding information
Start page, E-Mails, Appointments,
Tasks, InfoStore module windows

Portal page, Overview tab, CurrentNew and current E-
Mails, appointments,
tasks, documents,
knowledge entries,
bookmarks

Finding folders
Below the folder with the name of
the user

Below
Private folders

All private folders

Below
Public folders

Below
System folder

All system folders

Function
Click the Refresh icon in the title
bar.

All modules except E-Mail: Activate
the browser function for reloading
the page.
E-Mail module: Click the Retrieve
button.

Retrieving
new objects
from the server

Click the
Settings icon in the title bar.

Click the Setup button in the menu
bar.

Opening the group-
ware settings page

Click an icon in the New panel sec-
tion.

Click a function in the New section.Create
new object

Click an icon
in the upper left part of the module
bar
.

Click an icon in the navigation bar.Opening a module

© Copyright Open-Xchange Inc. 20122
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E-Mail module

Essential changes:

▪ Integrated into the groupware interface, no separate window any longer

▪ Various views to select:

▫ H Split: similar to OX Server 5

▫ V Split: vertical division: the list on the left, the E-Mail contents on the right side

▫ List: displays the E-Mails as a list

A description of the module interface and instructions for some typical functions can be found in 3: E-
Mail module.

Functions comparison:

Open-Xchange Server 6Open-Xchange Server 5Function
Select an E-Mail in the H Split or V
Split view.

Select an E-Mail from the list.Displaying the
E-Mail content

Click the Show source text button
in the E-Mail panel section.

Click the Options icon in the upper
part of the detail view. Click the
Source text entry.

Displaying the source
text of an E-Mail

Select an attachment below the de-
tail view. Click the Save as button
in the Attachment panel section.

Either click the disk icon, the file
name or Download below the detail
view.

Saving
E-Mail attachments

Note: You need to select an attach-
ment to activate the functions in this
panel section.
Click the
New E-Mail icon in the New
panel section.

Click the New message button in
the menu bar.

Composing a
new E-Mail

When composing a new E-Mail click
the Add button in the Attachment

When composing a new message
click the Browse button in the Im-

Adding an attach-
ment to an E-Mail

panel section. Details can be found
in 3.3.1.1: Adding attachments.

port attachment section. Select a
file in the system window. Click the
Insert button.

Click the respective button in the E-
Mail panel section.
Another possibility is to right-click
the E-Mail in a list view. Select the

Click the respective button in the
upper part of the Detail view.

Replying to or for-
warding an E-Mail

respective functions in the context
menu.
Right-click the E-Mail address. From
the context menu select Add to ad-
dress book.

Click the icon next to the E-Mail ad-
dress.

Adding the E-Mail
address to the ad-
dress book as contact

3© Copyright Open-Xchange Inc. 2012
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Calendar module

Essential changes:

▪ New team view:

▫ A user can create teams. After the logout they will remain.

▫ Clearly structured team member view

▪ Improved appointment reminder:

▫ Via E-Mail notification and pop-up windows

▫ E-Mail notification for changed appointments can be configured

▪ Appointment invitations need to be confirmed.

▪ Appointments can be described with user-defined tags and marked with flags.

▪ External participants can easily be added.

A description of the module interface and instructions for some typical functions can be found in 5:
Calendar module.

Functions comparison:

Open-Xchange Server 6Open-Xchange Server 5Function
Select an entry from the panel sec-
tions View and Time range.

Click one of the tabs Day, Work
week, Week, Month, Team.

Selecting view

Click the Detail button in the View
panel section.

Click the appointment in any view.Displaying the
Detail view

Click the New appointment icon
in the New panel section.

Another possibility is to double-click
the calendar window or to drag an
area.

Click the Create appointment icon
in any view.
Another possibility is to click a time
in the Day view or the date in the
Work week, Week or Month view.

Creating an appoint-
ment

Click the Edit button in the Appoint-
ment panel section.

Click the Edit appointment icon in
the detail view.

Editing an appoint-
ment

When editing an appointment click
the Attachments tab.

Click the Attachments tab in the
detail view. Select a file. Click Add.

Adding an attach-
ment to an appoint-
ment

When creating an appointment open
the Availability tab

When creating an appointment open
the Availability tab

Checking the availabil-
ity
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Contacts module

Essential changes:

▪ Various selectable views:

▫ Address cards: similar to business cards

▫ Phone view: compact view as a list

▫ Detail: all data of a contact

▪ Contacts can be described with user-defined tags and marked with flags.

A description of the module interface and instructions for some typical functions can be found in 4:
Contacts module.

Functions comparison:

Open-Xchange Server 6Open-Xchange Server 5Function
Click the Detail button in the View
panel section.

In the contacts list click the icon in
the first column.

Displaying details

Activate the respective functions in
the panel.
Contacts can also be moved by
dragging them to a folder in the
folder tree (drag & drop).

Use the respective icons below the
tabs.

Creating, editing,
moving
contact

When editing a contact click the At-
tachments tab.

Click the Attachments tab in the
detail view. Select a file. Click Add.

Adding an attach-
ment to a contact

Tasks module

Essential changes:

▪ Various selectable views:

▫ List: compact view as a list

▫ H Split: horizontal division: the list in the upper part, the task details in the lower part

▪ Improved task reminder via E-Mail notification and pop-up windows.

▪ Tasks can be described with user-defined tags and marked with flags.

▪ External participants can easily be added.

A description of the module interface and instructions for some typical functions can be found in 6:
Tasks module.

Functions comparison:

Open-Xchange Server 6Open-Xchange Server 5Function
Click the H Split button in the View
panel section.

In the tasks list click the subject of
a task.

Displaying details

Activate the functions in the panel.
Tasks can also be moved by dragging
them to a folder in the folder tree
(drag & drop).

Click the respective icons in the tabs.Creating, editing,
moving
task

When editing a task click the Attach-
ments tab.

Click the Attachments tab in the
detail view. Select a file. Click Add.

Adding an attach-
ment to a task
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Documents, Knowledge, Bookmarks modules (OX 5) or InfoStore module (OX 6)

Essential changes:

▪ The InfoStore module comprises the functions of the modules Documents, Knowledge, Bookmarks.

▪ Various selectable views:

▫ List: compact view as a list

▫ H Split: horizontal division: the list in the upper part, the details of the InfoStore item in the lower
part

▪ InfoStore items can be described with user-defined tags and marked with flags.

A description of the module interface and instructions for some typical functions can be found in 7: In-
foStore module.

Functions comparison:

Open-Xchange Server 6Open-Xchange Server 5Function
Click the InfoStore icon in the
module bar.

Click any of the icons Documents,
Knowledge, Bookmarks in the nav-
igation bar.

Opening a module

Open an InfoStore folder in the
folder tree. Click an entry in the
overview window.

Browse to an entry in the Folder
tree tab. Click the entry.

Showing the
detail view

Right-click an InfoStore folder in the
folder tree. Click theNew subfolder
entry in the context menu.

Activate a folder's option button in
the folder tree. Click theNew folder
icon.

Creating a folder

Open the InfoStore module. Select
an InfoStore folder from the folder

Open the Documentsmodule. Acti-
vate a folder's option button in the

Creating a document

tree. Click the New InfoStore entry
icon
in the New
panel section.

folder tree. Click the Create docu-
ment icon.

When creating or editing an InfoS-
tore item upload a file with the File
button.

When creating or editing a docu-
ment upload a file in the Load file
tab.

Adding an attach-
ment
to a document

Display an InfoStore item in the H
Split or List view. Click the paper

Open the Documents module.
Browse to an entry in the Folder

Downloading
current document
version clip icon next to the document

name.
tree tab. Click the icon next to the
document name.
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Chapter 2. The Start page

2.1. The start page interface
Directly after the login the start page is displayed.

2.1.1. Elements of the start page

The Start page:

The start page contains the following elements:

FunctionElementNo.
Contains from the left to the right:Title bar1

Icons for accessing the modules

A button for accessing the help and a button for refreshing

Search input field

Logout button

Contains the functions that are available on the start page.Panel2
Expands the sidebar. The folder tree and the mini calendar will be
displayed. Information about the sidebar can be found in 2.1.2: The
sidebar (page 8).

Expand sidebar icon3

Displays the login name of the logged in user.Login name4
Displays control elements for configuring the overview window.Change layout button5
Shows module windows with current objects. Each module window
has its own title bar.

Overview window6
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2.1.2. The sidebar

The start page with an enhanced sidebar:

The following elements are available or have an effect on the sidebar:

FunctionElementNo
Displays the complete folder tree in the sidebar.Expert mode

checkbox
1

Collapses the sidebar.
Note: The sidebar on the start page will also be collapsed when
activating the Expert mode checkbox.

Collapse sidebar
icon

2

Contains the following elements:Sidebar3
The folder tree. It displays the folder structure of the groupware
elements.

The used and free memory space in the current module. Depend-
ing on the folder tree displayed this information is completely
or partly collapsed.

The mini calendar. It displays the current date and enables you
to access the calendar module.

Changes the sidebar width.Screen separator4
Closes the mini calendar, so that only the navigation elements for
the month and year are displayed.

Close mini calendar
icon

5

A description of the start page with enhanced sidebar can be found in 2.1.1: Elements of the start page
(page 7).
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2.1.3. The title bar

The title bar contains the following elements:

FunctionElementNo.
Switches to the start page.Start page icon1
Switches to the E-Mail module.E-Mail icon
Switches to the calendar module.Calendar icons
Switches to the contacts module.Contacts icon
Switches to the tasks module.Tasks icon
Switches to the InfoStore module.InfoStore icon
Switches to the options module.Options icon
Activates or deactivates the complete folder tree.Expert mode checkbox
Opens the online help, the most recent error messages, and
information about the groupware version number.

Help icon2

Click this button to retrieve new objects from the server. Ob-
jects are automatically refreshed in frequent intervals regardless

Refresh icon3

of clicking this button. An animated icon on the button displays
this process.
To finish working with the groupware click this button.Logout button4
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2.1.4. The start page panel

The start page panel:

Collapsed:

Expanded:

FunctionPanel tab, iconNo.
Create new objects
Install the OXtender for Microsoft Outlook,
configure mobile phones

New1

Expand or collapse the panelCollapse icon2

The start page panel, Compact panel setting:

FunctionPanel section, iconNo
Create new E-Mail, create new objectsNew1
Install the OXtender for Microsoft Outlook,
configure mobile phone

Synchronization2
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2.1.5. The overview window

The overview window of the start page contains several module windows displaying different entries.
The following module windows are displayed by default:

FunctionsModule window
Shows the current unread E-Mail. The sender, subject, date and
time of the receipt are shown.

E-Mail

Displays your current appointments. Shows appointments taking
place today, the next two days, next week or later. For each appoint-
ment the date, time and description is displayed.

Calendar

Displays your current tasks. Shows tasks taking place today, the next
two days, next week or later. For each task the subject, date and
priority is displayed.

Tasks

Displays your current InfoStore items. Shows InfoStore items from
your personal InfoStore folder, public InfoStore folders and from
shared InfoStore folders of other users.

InfoStore

FunctionsModule window
Displays the contacts in your personal contact folder. Displays the
picture, name, business E-Mail address, business phone number.

Contacts

An UWA module can be used for customizing the Open-Xchange
start page by displaying the contents of other web pages in a
module window.

UWA modules

2.1.5.1. Hovers

A hover shows detailed information about the object below the mouse pointer.

How to display a start page object in the hover:
1. Move the mouse pointer over an object in the overview window. After a short delay the hover opens.

It displays the General tab.
2. To view further information click another tab.

3. To close the hover move the mouse pointer out of the hover.

Tip: You can also open the hover by clicking the button to the right of the object. In order to close
the hover afterwards, click outside of the hover. .

You can edit items with the icons in the lower part of the hover.
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2.2. Working with the start page

2.2.1. Creating new objects

On the start page you can create new objects like contacts, appointments, tasks, InfoStore items or send
new E-Mail without having to switch to the respective module.

How to create a new object:
Click on an icon in the New panel tab. A window for entering the data for the new object opens.

Further information about creating objects can be found in the descriptions for the individual modules.

2.2.2. Editing items

You can edit items like E-Mails, contacts, appointments, tasks or InfoStore entries on the start page
without switching to the respective module. To do so use the respective icons in the start page hover.

The following functions are available:

FunctionsItem
Reply, reply all, forward, deleteE-Mail
Edit, deleteAppointment
Edit, deleteTask
Edit, deleteInfoStore entry

How to edit an item:
1. In the overview window, hover the mouse pointer over an item. After a short delay, the hover opens.

It displays the General tab.
2. Click a button in the lower part of the hover. Depending on the button you clicked, the respective

window opens.

3. Continue by making the required changes or clicking the respective buttons.

2.2.3. Opening modules

Usually you will open the respective module when working with the groupware. There are some alternative
ways to do so.

To open a module do one of the following actions:

Click on an icon in the title bar .

Click a folder in the folder tree.
In the overview window click the title of a module window.

To open the Calendar module click a day or calendar week in the MiniCalendar.

How to switch back to the start page:

Click the Start page in the title bar icon.
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Chapter 3. E-Mail module

3.1. The E-mail module interface
To open the module click the E-Mail icon in the title bar .

3.1.1. The E-Mail panel

The E-Mail panel:

The E-Mail panel includes the following functions in different panel tabs:

FunctionsPanel tab
Create new E-Mail messages or other objectsNew
Send, reply, forward, delete, print, and manage E-Mail messagesEdit
Open and save E-Mail attachments, save to infostoreAttachments

Note: You need to click an attachment to activate the panel section
functions.
Set the E-Mail view: H Split, V Split, ListView

The E-Mail panel, setting Compact panel:

The E-Mail panel contains the following functions:

FunctionsPanel entry
Compose new E-MailNew
Newly create E-Mails or other objectsicon
Reply to E-MailsReply
E-Mail reply to sender and all recipientsReply all
Forward E-MailsForward
Move E-Mails to the Trash or permanently delete themDelete
Print an individual E-Mail or a list of E-MailsPrint icon
Mark E-Mails as read, unread, unanswered, deleted, or undeletedMark as icon
Copy E-Mails to the same or to another folderCopy icon
Save E-Mail as fileSave icon
Set E-Mail view: h split, v split, listView
Mark E-Mails with flagsFlags
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3.1.2. The E-Mail overview window

The E-Mail overview window, H Split view:

The E-Mail overview window contains the following elements:

FunctionElementNo.
Displays the name and path of the current E-Mail folder, the number
of unread E-Mail messages, and the number of E-Mail messages in
this folder
Tip: You can browse the folder tree by clicking the underlined parts
of the path.

Label1

Displays the E-Mail messages in the current E-Mail folder.Content area2

3.2. Displaying E-Mails
The following views are available:

▪ The List view. It displays the E-Mail messages in an E-Mail folder in the form of a table. You can sort
the table by clicking a column title.

▪ The H Split view. In the upper part of the overview window it displays the E-Mail list view and in the
lower part it displays the content of the selected E-Mail.

▪ The V Split view. In the left part of the overview window it displays the E-Mail list view and in the
right part it displays the content of the selected E-Mail.

How to display E-Mails:
1. Select an E-Mail folder in the folder tree.

2. In the View panel tab click H Split, V Split or List.
3. If you selected H Split or V Split select an E-Mail in the list view.

Result: The content of the E-Mail is displayed in different tabs.
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3.3. Sending E-Mails
You have the following possibilities:

▪ Sending a new E-Mail

▪ Replying to an E-Mail

▪ Forwarding an E-Mail

3.3.1. Sending a new E-Mail

How to send a new E-Mail:
1. In the New panel tab click the New E-Mail icon. If using the compact panel, click the E-Mail icon

in the panel. The E-Mail window will open.

2. Select a sender address.

3. Select one or more recipients.

4. Enter a subject.

5. Compose the E-Mail text.

6. Use additional options if needed:

Add attachments.

Attach your vCard.

Enter a specific sender.

Set the priority.

Request a delivery receipt.

Details can be found in the user guide and in the online help.

7. Click on Send in the panel. The window will close.

Result: The E-Mail is sent. A copy of the E-Mail is saved in the Sent E-Mails folder.

Tip: You can also send a new E-Mail by clicking on Compose E-Mail in the Edit panel tab.

Tip: You can also access the New E-Mail function in the panel in other modules. In the H Split or V Split
view you can send a new E-Mail by clicking the sender in the E-Mail header.

Tip: In the contacts module you can send an E-Mail to a contact by using the context menu in the card
or phone list view.

3.3.1.1. Adding attachments

How to add attachments to an E-Mail in the E-Mail window:
1. In the panel click on Add attachment > Attach local file. The Select attachments dialog window

opens.

2. In the Select attachments dialog window click Browse. Select the file to be added as an attachment.
Close the file selection dialog window.

3. In the Select attachments dialog window click Add. The file is entered in the list field.

4. To add further attachments repeat steps 2 - 3.

5. To remove an attachment select it in the list field. Then click Remove.
6. In the Select attachments dialog window click OK.
Result: The file names of the attachments are displayed below the E-Mail text.
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Tip: In order to attach a document from the infostore, click on the panel entry Add attachment > Attach
InfoEntry.
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3.3.2. Replying to E-Mails

How to reply to an E-Mail:
1. Select an E-Mail in the H Split, V Split, or List view.

2. In the Edit panel tab click on Reply. If using the compact panel, click the panel entry Reply. To also
reply to the recipients in CC click Reply all. The E-Mail window opens.

3. Enter the E-Mail text.

4. Click on Send in the panel. The window will be closed.

Result: The E-Mail is sent. A copy of the E-Mail is saved to the Sent E-Mails folder.

Tip: You can also use the context menu to reply to an E-Mail.

3.3.3. Forwarding E-Mails

How to forward an E-Mail:
1. Select an E-Mail in the H Split, V Split, or List view.

2. Click on Forward in the Edit panel tab. If using the compact panel, click the panel entry Forward.
The E-Mail window will open.

3. Select one or more recipients.

4. Enter the E-Mail text.

5. Click on Send in the panel. The window will close.

Result: The E-Mail is sent. A copy of the E-Mail is saved to the Sent E-Mails folder.

Tip: You can also use the context menu for forwarding an E-Mail.
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Chapter 4. Contacts module

4.1. The Contacts module interface
To open the module click the Contacts icon in the title bar.

4.1.1. The Contacts panel

The Contacts panel:

The Contacts panel contains the following functions in several panel tabs:

FunctionsPanel tab
Create new contacts or other objectsNew
Create, edit, delete, print, send, and manage contactsEdit
Set the display of contacts: address cards, phone list, and detailView
Mark contacts with flagsFlag
Publish contacts from the contacts folder selected, subscribe con-
tacts from the contacts folders selected

Social

The Contacts panel, setting Compact panel:

The Contacts panel contains the following functions:

FunctionsPanel entry
Create new contactNew
Create new objectsicon
Edit a contact's dataEdit
Permanently delete contactDelete
Print the data for a contact or a list of contactsPrint icon
Send an E-Mail to the selected contactSend E-Mail
Send contact as an E-Mail's vCard attachmentSend as vCard attachment
Move contact to another folderMove icon
Copy contact to another folder or to the same folderCopy icon
Set the display of contacts: address cards, phone list, detailView
Mark contacts with flagsFlags
Publish contacts from a contact folder selected, subscribe contacts
from the contacts folders selected

Social
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4.1.2. The contacts overview window

The contacts overview window, Phone list view:

The contacts overview window contains the following elements:

FunctionElementNo.
Displays the name and path of the current contacts folder and the
number of contacts in this folder.
Tip: You can browse the folder tree by clicking the underlined parts
of the path.

Labelling1

Displays the contacts.Content area2
Allows you to filter the displayed contacts via the first letter of the
contacts' last names.

Quick filter bar3
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4.2. Viewing contacts
The following views are available:

▪ The phone list. The contacts are displayed in the form of a table. You can sort the table by clicking
a column header.

▪ The address card view. The contacts of the current contact folder are displayed as address cards.

▪ The detail view. All information for the contact selected in the phone list or address card view is dis-
played.

How to display contacts:
1. Select a contact folder in the folder tree.

2. In the View panel tab click Address cards or Phone list.
3. Use the quick filter bar to filter the view.

4. To view all the details for a contact do the following:

Select a contact.

In the View panel tab click Details.
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4.3. Creating contacts

How to create a new contact:
1. In the New panel tab click the Contact icon. If using the compact panel, click the Contact panel icon

. The Contact window will open. The General tab is opened.

2. If required select a contact folder by clicking the Folder button and selecting a contact folder in the
pop-up window.

3. Enter the business data for the contact in the General tab.
4. Use further options if needed:

Add categories.

If required mark the contact as private.
Note: You can only mark a contact as private if you create the contact in a personal contact
folder.

If wanted, enter the private data for the contact in the Private tab. You can create an appointment
series from the contact's date of birth. The serial reminds you of the birthday.

Add a picture.

In the Additional tab enter further data for the contact.

Add attachments.

Details can be found in the user guide and in the online help.

5. Click Save in the panel. The window will close.

Result: The contact is created.

Tip: You can also create a new contact by clicking on Create new contact in the Edit panel tab.

4.4. Managing contacts

4.4.1. Searching for contacts

You can find contacts in the current contacts folder via a search term. The search term defines the
character string to be searched for. If suitable, the search term can include the "*" character as wildcard
for any character. The search criteria defines which contact data are to be searched for the search term.

The following contact data can be used as search term:

▪ First name, surname, displayed name

▪ E-Mail, E-Mail (private), E-Mail (other)

▪ Company, department

▪ Location, Street

▪ Tags

How to search for a contact:
1. Select a contact folder for the search in the folder tree .

2. Select the Address card or Phone list view.

3. To select one or more search criteria click the icon on the left of the Search input field.

4. Enter the search term in the input field.

5. Click the Search icon .
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6. In order to delete the search term, click the Reset icon .

Result: The overview window only displays the contacts matching the search term.

How to display all contacts from the current contact folder:
In the quick filter bar click on All.

4.4.2. Editing contacts

How to edit a contact:
1. Display a contact in the Detail view or select a contact in the Address card or Phone list view.

2. In the Edit panel tab click Edit. If using the compact panel, click the panel entry Edit. The Contact
window will open.

3. Edit the contact's data.

4. Click Save in the panel. The window is closed.

Result: The contact is updated.

Tip: In the Address card or Phone list view you can also edit contacts by using the context menu or by
double-clicking the contact.
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4.4.3. Sending contacts as a vCard attachment

You can send contacts from a contact folder as E-Mail vCard attachments.

How to send contacts as vCard attachment:
1. In the Card or Phone list view select one or more contacts.

2. In the Edit panel tab click on Send as vCard. If using the compact panel, click the panel entry Send
as vCard. The E-Mail window opens. A vCard is attached for each selected contact.

3. Complete and send the E-Mail.

Result: The E-Mail will be sent with the vCard attachments.

Tip: You can also use the context menu to send contacts as vCard attachments.
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Chapter 5. Calendar module

5.1. The calendar module interface
To open the module click the Calendar icon in the title bar.

5.1.1. The calendar panel

The Calendar panel:

The calendar module contains the following functions in different panel tabs:

FunctionsPanel tab
Create new appointments or other objectsNew
Create, edit, delete, print, and manage appointments, change con-
firmation

Edit

Set an appointment view: Calendar or Team, List. Set a time range
for the calendar display: Day, Work week, Month, Week, or Custom

View

Mark appointments with flagsFlag
Subscribe appointments from the calendar folders selectedSocial

The Calendar panel, setting Compact panel:

The Calendar panel contains the following functions:

FunctionsPanel entry
Create a new appointmentNew
Create new objectsicon
Edit an appointment's detailsEdit
Permanently delete appointmentDelete
Change an appointment confirmationConfirmation
Print the data for an appointment, a list of appointments, or a cal-
endar sheet

Print icon

Move appointment to another folderMove
Set the display of appointments: calendar, team, list, detailView
Set calendar time range: Day, Work week, Month, Week, customizedTime range
Mark appointments with flagsFlags
Subscribe appointments to the calendar folder selectedSocial

25© Copyright Open-Xchange Inc. 2012



5.1.2. The calendar overview window

The calendar overview window, Calendar view, Week time range:

The calendar overview window contains the following elements:

FunctionElementNo.
Displays the name and the path of the current calendar folder and
the number of appointments in the folder.
Tip: You can browse the folder tree by clicking the underlined parts
of the path.
Note: Labelling is not shown in the team view.

Labelling1

Displays the date of the current time range. On both sides of the
date there are navigation arrows that allow you to change the cur-
rent time range.

Date bar2

Displays the time range containing the current date in the overview
window and in the MiniCalendar. The selected view, Calendar, Team,
or List remains in the overview window.

Today button3

Displays the calendar and the appointments.Content area4
If this checkbox is activated all your appointments from all calendar
folders are displayed. If this checkbox is deactivated only your ap-
pointments from the current calendar folder are displayed.

Show all my appointments
from all calendars check-
box

5
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5.2. Viewing the calendar and appointments
The following views are available:

▪ The Calendar view. This view displays a calendar sheet comprising a particular time range such as Day,
Week, or Month. An appointment is displayed in the form of a rectangle.

▪ The Team view. This view shows the appointments for users and groups and the resources booked
for the individual appointments. A user can create teams. They will remain after the logout.

▪ The List view. This view shows the appointments for a specific time range in a table form.

▪ The Detail view. This view shows all information for the appointment selected in the Calendar or List
view.

How to display a calendar and its appointments:
1. Select a calendar folder in the folder tree.

2. In the View panel tab click Calendar or List.
3. In the View panel tab select a time range.

4. To view all the details of an appointment do the following:

Select an appointment.

In the View panel tab click Details.

5.3. Creating appointments

How to create a new appointment:
1. In the New panel tab click the Appointment icon. If using the compact panel, click the Appointment

panel icon . The Appointment window opens. The Appointment tab is opened.

2. If required, select a calendar folder by clicking the Folder button and selecting a calendar folder in
the pop-up window.

3. Enter a description, a location, and a comment for the appointment.

4. Select a start and end date for the appointment. .

5. Set the appointment reminder. .

6. Select the availability view: Booked, Tentative, Absent on business, or Free.

7. Use additional options if needed:

Create an appointment series. .

Add categories to the appointment. .

If required, mark the appointment as private. .

Add further participants and resources to the appointment. Check whether the participants and
resources are available for the appointment. .

Add attachments to the appointment. .

Details can be found in the user guide and in the online help.

8. Click Save in the panel. The window will close.

Result: The appointment is created.

Tip: You can also create a new appointment by clicking on Create new appointment in the Edit panel
tab.

27© Copyright Open-Xchange Inc. 2012

Calendar moduleViewing the calendar and appoint-
ments



5.4. Managing appointments

5.4.1. Editing appointments

How to edit an appointment:
1. Display an appointment in the Detail view or select an appointment in the List view, a calendar view,

or the team view.

2. In the Edit panel tab click Edit If using the compact panel, click the panel entry Edit. . The Appoint-
ment window opens.

3. Edit the appointment data. A comprehensive description can be found in 5.3: Creating appointments.

4. Click Save in the panel. The window is closed.

Result: The appointment is modified.

How to edit an appointment title:
1. Select an appointment in the calendar view.

2. Click on the appointment title.

3. Edit the title.

4. Press Enter.

5.4.2. Editing appointments with drag & drop

How to drag an appointment to another day:
1. Display an appointment in the Work week, Month, Week, or Custom calendar view.

2. Move the mouse pointer over the rectangle displaying the appointment. The mouse pointer changes
to a hand icon.

3. Drag the appointment to another day in the time range or to a day in the MiniCalendar.

Result: The appointment is moved to the selected day.

How to change the time of an appointment:
1. Display an appointment in the Day, Work week, or Custom calendar view.

2. Move the mouse pointer over the rectangle displaying the appointment. The mouse pointer changes
to a hand icon.

3. Drag the appointment to another time in the time range.

Result: The appointment is moved to the selected time.

How to change the start or end date of an appointment:
1. Display an appointment in the Work week or Custom calendar view.

2. Move the mouse pointer to the upper or lower border of the rectangle displaying the appointment.
The mouse pointer changes to a double-arrow.

3. Drag the border up or down to another time in the time range.

Result: The start or end of the appointment is changed.
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5.4.3. Synchronizing appointments with CalDAV

CalDAV helps you access the Open-Xchange Server calendar and synchronize appointments with client
software like Mozilla Thunderbird.

Note: In order to use this function, CalDAV has to be available on the Open-Xchange Server. If you are
unsure, contact your administrator or hoster.

5.4.3.1. Synchronizing with Thunderbird

The following preconditions have to be met:

▪ The current version of Mozilla Thunderbird is installed.

▪ The current Thunderbird Lightning add-on is installed. This add-on includes an application fpr appoint-
ments and tasks.

▪ The access to your Open-Xchange E-Mail account is set up in Thunderbird.

Note the following limitations:

▪ Thunderbird can only synchronize single calendar folders. In order to synchronize multiple calendar
folders between the Open-Xchange groupware and Thunderbird, you have to separately set up the
synchronization for each single calendar folder.

▪ The following reminders are not supported by the Open-Xchange Server:

▫ Reminders that are sent after the appointment's start

▫ Multiple reminders

▫ Reminders that are not of the type 'DISPLAY'
If you set up such a reminder for an appointment or a recurrence in Thunderbird, the reminder is
removed by the Open-Xchange Server.

▪ The property "URL" for iCal resources is not supported.

▪ File attachments are not supported.

▪ Appointments marked as "privat" are exported with the property "CLASS" set to "PRIVATE" by the
Open-Xchange Server.

▪ The properties "CONFIDENTIAL" and "PRIVATE" are treated in the same way by the Open-Xchange
Server and are imported as "PRIVATE".

Warning: The Open-Xchange Server does not support private appointments with multiple participants.
If you mark an appointments with several participants as Private appointment in Thunderbird, the
Open-Xchange Server removes the participants without notifying you.
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How to access your calendar in Thunderbird:
1. Check the following requirements:

Thunderbird has network access.

The Open-Xchange Server is accessible.

2. Right-click on a calendar folder in the Open-Xchange Groupware. Select Properties. Note the value
of CalDAV URL or copy it to the clipboard.

3. In the Thunderbird menu bar click on Appointments and Tasks > Calendar.
4. In the menu bar click on File > New > Calendar. The Create new calendar widnow opens.

5. Select In the netzwork. Click on Next.
6. Select the format CalDAV. As Address use the value requested in step 2. In order to have access to

the appointments without Internet connection, activate Cache. Click on Next.
7. In Name enter a name for the calendar folder. You can select a color for the calendar. Set whether

appointment reminders should be displayed. Select an E-Mail address. Click on Next.
8. If you are asked for crendentials, use the username and the password for the Open-Xchange Server.

Result: After a short while the calendar folder will be synchronized.

In order to synchronize further calendar folders repeat the steps for each calendar folder.
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Chapter 6. Tasks module

6.1. The tasks module interface
To open the module click the Tasks icon in the title bar.

6.1.1. The tasks panel

The Tasks panel:

The tasks panel contains the following functions in different panel tabs:

FunctionsPanel section
Create new tasks or other objectsNew
Create, edit, delete, print, and manage tasksEdit
Set the display of tasks: H Split, ListView
Mark tasks with flagsFlag

The Tasks panel, setting Compact panel:

The Tasks panel contains the following functions:

FunctionsPanel entry
Create new taskNew
Create new objectsicon
Edit a task's dataEdit
Permanently delete taskDelete
Print a task's data or a list of tasksPrint icon
Change a task's confirmationConfirmation
Move task to another folderMove
Use task as template for a new taskUse as template icon
Set the display of tasks: h split, listView
Mark tasks with flagsFlags
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6.1.2. The tasks overview window

The tasks overview window, List view:

The tasks overview window contains the following elements:

FunctionElementNo.
Displays the name and path of the current tasks folder and the
number of tasks in this folder.
Tip: You can browse the folder tree by clicking the underlined parts
of the path.

Labelling1

Displays the tasks.Content area2
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6.2. Viewing tasks
The following views are available:

▪ The H Split view. This displays the tasks list view in the upper part of the overview window and the
details of the selected task in the lower part of the overview window.

▪ The List view. This displays the tasks in the form of a table.

How to display tasks:
1. Select a tasks folder in the folder tree.

2. In the View panel tab click H Split or List.
3. If you selected H Split select a task in the list view.

Result: The content of the selected task is displayed in different tabs.

6.3. Creating tasks

How to create new tasks:
1. In the New panel tab click the Task icon. If using the compact panel, click the Task panel icon .

The Task window opens. The Task tab is displayed.

2. If requested select a tasks folder by clicking the Folder button and selecting a tasks folder in the pop-
up window.

3. Enter a subject and notes for the task.

4. Set the priority of the task.

5. Set the due date and the start date.

6. Set the task reminder.

7. If requested use additional options:

Mark the task as private.

Create a task series.

Add categories to the task.

Set the details for the task.

Add further participants to the task.

Add attachments to the task.

Details can be found in the user guide and in the online help.

8. Click Save in the panel. The window is closed.

Result: The task is created. The editing status is set to Not started or 0 % finished.

Tip: You can also create a new task by clicking on Create new task in the Edit panel tab.
The New task function can also be invoked in other modules in the panel.

In the H Split or List view double-click a free area. The Task window opens.
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Chapter 7. InfoStore module

7.1. The InfoStore module interface
To open the module click the InfoStore icon in the title bar .

7.1.1. The InfoStore panel

The InfoStore panel:

The InfoStore panel contains the following functions in different panel tabs:

FunctionsPanel section
Create new InfoStore entries or other objectsNew
Create, edit, delete, print, and manage InfoStore entries
Send InfoStore entries by E-Mail

Edit

Set the display of InfoStore entries: H Split, ListView
Mark InfoStore entries with flagsFlag
Publish InfoStore entries from the InfoStore folder selected, sub-
scribe data from the InfoStore folder selected

Social

The InfoStore panel, setting Compact panel:

The infostore panel contains the following functions:

FunctionsPanel entry
Create new Infostore itemNew
Create new objectsicon
Edit an infostore item's dataEdit
Permanently delete infostore itemDelete
Print an infostore item's data or print a list of infostore itemsPrint icon
Mark infostore item as lockedLock icon
Unlock an infostore itemUnlock icon
Move infostore item to another folderMove
Send infostore item as an E-Mail's attachment or linkSend
Set the display if infostore items: h split, listView
Mark infostore items with flagsFlags
Publish InfoStore entries from the InfoStore folder selected, sub-
scribe data from the InfoStore folder selected

Social
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7.1.2. The InfoStore overview window

The InfoStore overview window, List view:

The InfoStore overview window contains the following elements:

FunctionElementNo.
Displays the name and path of the current InfoStore folder and the
number of InfoStore entries in this folder.
Tip: You can browse the folder tree by clicking the underlined parts
of the path.

Labelling1

Shows the InfoStore entries.Content area2
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7.2. Viewing InfoStore items
The following views are available:

▪ The H Split view. This displays the List view for the InfoStore items in the upper part of the overview
window and all details of the selected InfoStore item in the lower part of the overview window.

▪ The List view. This displays the InfoStore items in the form of a table.

How to display InfoStore items:
1. Select an InfoStore folder in the folder tree.

2. In the View panel tab click H Split or List.
3. If you selected H Split select an InfoStore item in the list view.

Result: The content of the selected InfoStore item is displayed in different tabs.

7.3. Creating an InfoStore item

How to create a new InfoStore item:
1. In the New panel tab click the Document icon. If using the compact panel, click the panel icon In-

foEntry . The Document window opens.

2. If requested select an InfoStore folder by clicking the Folder button and selecting an InfoStore folder
in the pop-up window.

3. Enter a title in the Title field.

4. Depending on your needs, use the following options:

Add a bookmark for a website by entering an Internet address in the Link/URL field. Tip: Copy
the Internet address from the browser's address bar to the field.

Add a document.

Add categories.

Add comments.

Details can be found in the user guide and in the online help.

5. Click Save in the panel. The window is closed.

Result: The InfoStore item is created.

Tip: You can also create a new InfoStore item by clicking on Create new document in the Edit panel
tab.

You can also activate the New InfoStore item function in other modules in the panel.

Double-click a free area in the H Split or List view. The InfoStore item window opens.
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7.3.1. Adding a document

How to add a document to the InfoStore item in the InfoStore item window:
1. Click the File button.

2. Click the Browse button.

3. Select the file to be added as an attachment. Close the file selection dialog window.

4. Click Save in the panel. The Version comment window opens.

5. If you want enter a comment in the Version comment window. Click OK. If you do not want to enter
a comment click No comment.

Result: The document is uploaded to the server. As soon as the upload is finished the InfoStore item
window is closed.
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