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1.1

1.2

1.3

About This Documentation

Who is the Target Group for this Documentation?

This documentation is addressed to the end user.

Which Contents are Included in the Documentation?

This documentation describes working with a typical groupware installation and configuration. The in-
stalled version and the configuration of your groupware might differ from what is described here.

Note: This document describes some essential groupware functions. Comprehensive documentation
can be found in the on-line help and in the user guide.

Design Elements

In favour of better legibility the text content of this guide is illustrated using the following design elements:

Buttons

Buttons or functions that can be clicked are highlighted in bold.
Example:
Click on Compose new email.

Label

Labels for user interface elements like the names of windows or input fields are highlighted in
ftafics.

Example:
The Compose new emai/ page is displayed.

Key labels

Key labels are displayed in square brackets "[ ]". If several keys must be pressed, the plus sign
"+" is added between the individual key labels.

Example:
Use [ctrl]+[c] to copy the content to the clipboard.

Links

Links in the text appear in blue.
Example:
Information can be found in 5.2: Sending email messages (page 28).

Explanatory text

Text that describes several functions or options is written in list form.
Example:

The following options are available:

= Send new E-Mail messages

= Reply to E-Mail messages.

= Forward E-Mail messages.




About This Documentation Design Elements

Step by step instructions

Instructions are shown as a numbered list. If the instruction only consists of one step or several
alternative steps, numbering is not required. Instructions are always introduced with wording
indicating the target of the instructions. Usually, at the end of the instructions the result is men-
tioned.

Example:
How to reply to an E-Mail:

1. Select an email in the side bar.
2. Click on Reply in the display area next to the email header.
3. Enter the email text.

4. Click on Send in the command bar.
Result: The E-Mail is sent.




Design Elements About This Documentation

Tips for making the work much easier

Tips for making work easier refer to actions that are optional e.g.: alternatives to an instruction.
A tip is introduced with the word Tip:.
Example:

Tip: You can also add an attachment by dragging and dropping a document from a file browser
or from the desktop to the email window.

Malfunction note
A malfunction note indicates actions that can not be executed in the current situation. A malfunc-
tion note helps to avoid handling errors.
A handling error is introduced with the word Note:.
Example:
Note: In order to add a signature, you need to have created one in the email settings.

Warning about loss of data or security risks

A data loss warning indicates an action that irrevocably deletes data as soon as the action is ex-
ecuted. A security risk warning indicates an action that possibly endangers the security of your
data.

A warning is introduced with the word Warning:.
Example:

Warning: Permanently deleted E-Mail messages are irrevocably lost. Prior to permanently
deleting E-Mail messages, make sure you no longer need the E-Mail messages.
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2.1

2.2

Getting Started with the Groupware

Operating Instructions

The following techniques are required:

= Using the left mouse button for clicking on elements

= Using drag and drop

= multi-selection by pressing the <ctrl> key or the <cmd> key on Mac systems

=  Working with several windows

= Opening, saving, and closing files

= Opening, closing, and selecting files in a folder tree

Information on these techniques can be found in your operating system documentation.

Signing in, Signing out

In order to sign in you need to know the server address, your username and your password. This infor-
mation is provided by your administrator or hosting provider.

How to sign in to the server:

1. Open a web browser.

2. Enter the server address in the address bar. The login window will be displayed.

Stay signed in

Sign in

3. Enter your username and your password. Note that they are case-sensitive.

4. To save your credentials locally, enable Stay signed in.

Warning: Only use this option if this machine is used solely by you. When signing in to a public ma-
chine do not use this option.

5. Click on Sign in.

Note: If you enter the wrong username or password an error message is displayed. Enter the correct
information.

How to sign out:

1. Click the System menu iconEon the right side of the menu bar. Click on Sign out. The login window
will be displayed.
Depending on the groupware configuration, there is a Sign out icon @ on the upper right side above
the menu bar..

2. If anyone else has access to the machine, close the browser.

Warning: If you close the web browser tab without signing out, you stay signed in to the server. If an-
other person enters the server address, this person is automatically signed in with your username and
has full access to your data.

Always sign out from the server when you are finished working.

11



Getting Started with the Groupware Signing in, Signing out

Warning: Your credentials might stay in the system memory as long as your browser is open. This can
be a security risk. Close the browser to remove your credentials from the system memory.

12



3.1

First Steps

The User Interface

The user interface includes the following components:

A menu bar on the top.

Depending on the groupware configuration, there is a header bar above the menu bar. It displays
the software title and your username.

On the left side below the menu bar the search bar is displayed. It can be enabled or disabled together
with the folder tree.

The Folder tree can be activated on the left side.

On the right side below the menu bar a tool bar is displayed. It contains app specific functions and
functions for selecting the view in the display area.

The remaining space is used for the display area.

Depending on the action executed, the pop-up window or the notification area will overlap the display
area.

Text that can be clicked is displayed in blue.

The following screen shots show the user interface, using the £Ma//application as an example.

Menu bar

Portal Mail 7 Address Book Calendar Tasks Drive Text Spreadsheet

Contains the following icons and buttons:
= Buttons for launching applications like £&Mai/ or Calendar

Next to the E-Mail button, the number of unread E-Mail messages in your personal E-Mail folders
are displayed.

= Depending on the action, additional buttons might be displayed e.g.,: if composing a new email
or editing an appointment.

* Unread Badge iconf . The icon notifies you of the number of new objects e.g., unread E-Mail
messages or scheduled appointment invitations. Clicking opens the notification area .

= Refresh iconEl. Reloads objects from the server. Irrespective of this function, objects are refreshed
in regular intervals.

= Helpicon[E. Opens a context related help page. Depending on the current app, the respective
help page from the online help is displayed. You can also open the online help from the system
menu.

Tip: Some dialogue windows also include the help icon. If clicking on it, the respective help for
the dialogue window context is displayed.

= System menu iconE . Opens a menu with the following entries:
o Settings. Opens a page that allows customising settings.

o My contact data. Opens a window where you can adjust your personal contact data in the
global address book.

o Help. Opens the online help.
s Fullscreen. Switches to fullscreen mode or back to windowed mode.

o Sjgn out. Signs you out from the groupware.
Depending on the groupware's configuration, additional menu entries might be available.

13



First Steps

The User Interface

Tasks Drive Text

Spreadsheet

Search bar
Partal Mail 12
Search
& Inbox 1
K Drafts
<4 Sent objects
@ Spam
W Tash 11

Add mail account

Address Book Calendar
Q Compose
Select all

- ~ @ A

Sortby v

ith 100087 .. 10/23

26

S50 @

david.smith.10008
& Re: Please Call Me

1012312013

eva may. 1000870@ 10/23/2013
Welcome back from vacation!

paul.jones. 1000870 10/23/2013
After Work Drink?
anna.bush 1000870 10/23/2013

Need Overview Presentation

eva.may.1000870@...  10/23/2013
Re: After Work Drink?

Eva May 10/23/2013
MNew appointment: Clarify Delivera

eva.may.1000870@...  10/23/2013
Cool New Product

n

Please Call Me

low!  david.smith.10008...
&2 To David Smith

10/23/2013 4:49PM  E4

View »

ba] ]

» @ 1attachment View Open in browser Download

Save to Drive

Hi David,

Would be great if you could give me a call. It's about our new

project.
Thanks,

D.

In order to display the search bar, click on View in the tool bar. Enable Folder view. The search bar

is located on the left side below the menu bar. It contains the following:

= Input field for the search term
»  SearchiconQ. . Starts a search.
The search result is displayed in the display area.
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The User Interface First Steps

Tool bar
Portal  Mail 12 Address Book ~ Calendar ~ Tasks  Dive  Text  Spreadshest
Q Compose - “ [ad o n | = View =
Q Inbox 1 = select all Sortby ~
B Dmafs Please Call Me
) david smith 100087 10/23/2013
<l SmiogEzs Please Call Me -
@ s lowl  david.smith.10008... 10/23/2013 449PM B2 =
pam ﬁg To David Smith (A
@ Trash 11 I david.smith.10008...  10/23/2013

n

Re: Please Call Me

» @ 1attachment View Open in browser Download

eva may. 1000870@ 10/23/2013 Save to Drive
Welcome back from vacation!

Add mail account

Hi David,
paul.jones. 1000870 10/23/2013

After Work Drink? Would be great if you could give me a call. It's about our new

project.
anna bush 1000870...  10/23/2013
Need Ovenview Presentation Thanks,
D.

eva.may.1000870@...  10/23/2013
Re: After Work Drink?

Eva May 10/23/2013
MNew appointment: Clarify Delivera

5609

eva.may.1000870@...  10/23/2013
Cool New Product

J

The tool bar is located below the menu bar. It contains the following functions:

= Buttons for creating new objects, e.g. a new E-Mail or a new contact.

= Buttons or icons for editing objects.

= Depending on the app, additional app specific buttons or icons might be available.
» Actionsicon=~ . Contains app specific functions for organising objects.

= View button. Contains functions for controlling the layout in the display area and for opening or
closing the folder tree.
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First Steps

The User Interface

Folder tree

Portal Mail 12

Address Book

Inbox 1
Drafts
Sent objects
Spam
Trash 11

5 0ANNFD

Add mail account

Calendar

Compose

Tasks Drive Text

- ~ @ RN

david smith 100087 ___

10/23/2013
Please Call Me

Spreadsheet

david.smith.10008 1012312013
& Re: Please Call Me

eva may. 1000870@ 10/23/2013
Welcome back from vacation!
paul.jones. 1000870 10/23/2013
After Work Drink?

anna bush 1000870 10/23/2013
Need Overview Presentation
eva.may.1000870@...  10/23/2013

Re: After Work Drink?

2013
ointment: Clarify Delivera

a.may.1000870@...

v,
Cool New Product

10/23/2013

Please Call Me

| david.smith.10008...

L= To David Smith

» ® 1 attachment
Save to Drive

Hi David,

Vies

Open in browser

10/23/2013 4:49PM  E4

Download

Waould be great if you could give me a call. It's about our new

project.
Thanks,

D.

In order to display the folder tree, click on View in the tool bar. Enable Folder view. The following
information is displayed in the folder tree:

= the app specific folders
= depending on the application, sections for personal, public and shared folders

Note: Depending on the groupware configuration, those sections might not be displayed if there
are no public or shared folders.

= The Folder-specific actions iconH next to the selected folder. It contains functions for organising

folders. Depending on the folder, additional functions might be available.

Tip: You can also access the folder-specific actions by right-clicking on a folder.

= Depending on the app, additional functions might be available.

= The Open folder view icon » or the Close folder view icon « at the bottom left side opens or
closes the folder tree.
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The User Interface

First Steps

Display area

Mail 12

Address Book

Calendar

Tasks Drive Text

Spreadsheet

5 0ANNFD

Inbox 1
Drafts
Sent objects
Spam
Trash 11

Add mail account

Q

Compose

Select all

Call Me

david.smith.10008..
& Re: Please Call Me

1012312013

eva may 1000870@...  10/23/2013
Welcome back from vacation!

paul.jones.1000870.. 10/23/2013
After Work Drink?
anna.bush.1000870...  10/23/2013

Need Overview Presentation

eva.may.1000870@...  10/23/2013
Re: After Work Drink?
Eva May 10/23/2013

MNew appointment: Clarify Delivera..

eva.may.1000870@...
Cool New Product

10/23/2013

Please Call Me

low!  david.smith.10008...

ﬁg‘ To David Smith

10/23/2013 4:49PM B4

» % 1attachment View QOpen in browser Download
Save to Drive
Hi David,

Waould be great if you could give me a call. It's about our new
project.

Thanks,

D.

Depending on the app, the display area includes the following components.
= Alist of objects. On top of the list, control elements for selecting or sorting objects are displayed.
The details of the object selected in the list, are displayed in a detail view.
= An icon view of objects. Clicking on an object opens a pop-up window. The object's details are
displayed in the pop-up.
You can change the view in the display area by using the View button in the tool bar.

17



First Steps

The User Interface

Pop-up

Portal Mail 11 Address Book Calendar Tasks Drive Text Spreadshest A (=] e =

Q New Scheduling Today

» My calendars

Add new calendar Edit Changesialus Delele = .1 VT e e

»  Public calendars [T -

Press Training n

Thu, 9/3/2015 10:30 AM - 1:30 PM |1==97
Weekly on Thursday

»  Shared calendars

Press Office

Participants

Davis, Chris v

Personal A...
May, Eva Out of Office

m

Smith, David v W

Resources

Car - Shared S

Shows an object's details. In order to open the pop-up, click on a groupware object in the display
area. If you read an E-Mail in the display area and click on the name of the sender, the following el-
ements are displayed in the pop-up:

= buttons for certain actions, e.g. copying the sender's contact data to a folder

» the sender's contact data

= relevantinformation, e.g. your shared appointments or your E-Mail conversation with the sender

= Information about this person from social networks. You can use the available buttons to open
this person's profile.

Those person related data are called 4a/o view. If clicking on certain objects in the pop-up, an addi-

tional pop-up opens. In order to close a pop-up, click the Close icon* on the upper right side.
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