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1. System Quick Start Guide

Subjected to get you started in the shortest time, this chapter provides a brief
overview on Mail2000 Messaging System. It introduces the interface of this
system and summarizes its major, essential functions. Only the fundamentals are
included so that you may quickly learn to log in/out the system, use the software
to send/receive mails and gather mails from other accounts via POP3. For
detailed information on the Mail2000 Messaging System, you may ignore this
chapter and refer to the following chapters.

This chapter explains :

How to Log In and Log Out?

Forgot Password / How to Change Password?
User Interface Overview

What is Mailbox Info. Page?

How to Use Mail Software to Receive Mails?

How to Retrieve Mail from POP3 Accounts?



1.1 How to Log In and Log Out?

® Tologin
To log into your Mail2000 account, go to the login page of this mail system. Enter
your Account Name and Password in the indicated boxes and then click the Login

button to sign in.

Openfind™

Login Name
|L5=i~r =

Password

Remember Account New Window

® TologOut

To exit this system, click the Logout button in the upper right of the window. To
prevent unauthorized users access your account, you may also directly close the
window; the system will automatically clear any record of your account name and

password from the browser.

MAIL2000 PedOEEms AT » [t | @

& fanny_shen Mailbox Info fanny_shen@m2ktrial.openfind.com.tw

Compose

m Add Info Box | Wide-thin Layout




1.2 Forgot Password / How to Change Password?

® Forgot Password?

Entering a wrong password with a valid account name during login will lead to an
error message with the preset password hint. If the use of a password hint does
not resolve the situation that you still cannot recall your password, please
contact the system administrator.

® How to Change Password?
(1) Select Preferences on the left menu. Expand Privacy and then click Password
to go to the Change Password page.

o fanny_shen Password

Compose

Folders Current Password: ||

Contacts New Password:

My Drive
Confirm Password: Please type your new password again for confirmation
Info Center

Hint Hint to remind your password

v Fp Privacy

- ogin L og ‘

ok | | conce

= Mail Service J

a)'
» X Personalization The new password must follow between rules.

» & Mail Options « The password must contain more than 8 characters
» © Spam Protection « The password must contain an English character.
The password must contain a digital character.
» (@ Account Delegation : P g
The password has been used during the current 2 times. Please enter another one.

« The password cannot be the same as the user ID

(2) Inthe Change Password page, enter your current password and the new

password. Confirm the new password and click OK.



Password

Current Password:
Mew Password: I Password Strength: Vedium

Confirm Password: Flease type your new password again for confirmation.
Hint: Hint to remind your password.

OK Cancel

The new password must follow between rules.

The password must contain more than 8 characters.

The password must contain an English character.

The password must contain a digital character.

The password has been used during the current 2 times. Flease enter another one.
The password cannot be the same as the user ID




1.3 Mail2000 User Interface Overview

With the employment of AJAX and drag-and-drop technologies, the design of
Mail2000 User Interface combines the style of general Web-based mail systems

and the layout of Outlook to provide users with optimized friendliness, style and
convenience.

® Mail2000 User Interface Preview

Openfind™
MAIL2000

B & 4 © mEB@EsS & Q°

- | Logout | (]

o fanny_shen Mailbox Info fanny_shen@m2ktrial.openfind.com.tw
Compose
Add Info B, Wide-thin Layout v
Folders nto Box v
- Login Info %) Forward Infarmation )
= o
— 2016/10/04 09:45:50 Successful Web Login 180.176.124.44 Ni‘i;:f‘a AutoForward Email
2016/10/04 09:40:23 Successful Web Login 180.176.124.44
™ Inbox (32/32) All information AutoForward Settin
s Status\ FilterForward Email
@ Todo _ |NoData
» @ Archived Folder Mailbox Usage ) Filter Settin
[ Sent Mail My Drive: 0.00 ME 0.00 % v
 Drat ‘ Mails 068 MB 0.00 % Announcement (D)
e Free Space: 499999 32 MB 100.00 % -EGE L 1 Edit
[ Recycle Bin J Total 500000 00 ME 100 %
[Sspam RSS News @
Folders Info ®
Folder Unread | Total Size
. . Click the Edit bution to set RSS News source
Inbox 32 Mail(s) 32 Mail(s) 068 MB and subscribe fo it
Sent Mail 0Mail(s) 0 Mail(s) 0.00 MB
i Draft 0Mail(s) 0 Mail(s) 0.00 MB
My Drive Recycle Bin [Empty] OMaills) 0 Mailis)  0.00 MB
Info Center Spam [Empty] 0 Mailis) 0 Mail(s) .00 MB
Preferences Total 32 Mail(s) 32 Mail(s) 0.68 MB

® Mail2000 User Interface Layout
(1) TOP: Shortcuts (Support Customize Shortcut Bar)

(2) LEFT: Left Menu (Support Customize Left Menu)
(3) RIGHT: Main Page

- fan Mailbox Info fanny_shen@m2ktrial.openfind.com.tw
Compose
_ Add Info Box | Wide-thin Layout v
Login Info X' Forward Information b
= Status] AutoForward Email
— 2016/10/04 09:45:50 Successful Web Login 180.176.124.44 EnieeniE
2016/10/04 09:40:23 Successful Web Login 180.176.124. 44 ~
= 12 ~ AutoForward Sefting
) Allinformation i FilterForward Email
. Ni at.
r & ved f 1 Mailbox Usage Maln Page X Filter Settin
=) Sent Ma My Drive 0.00 MB 0.00 %
Left Menu Mails 0.68 M8 0.00% Announcement o%
B Free Space 499999.32 MB 100.00 % Riicorrins dRER Edit
e Total 500000.00 M8 100 %
RSS News O
Folders Info X
Folder | Unread | Tota
Inbox 32 Mail(s) 32Mail(s) 0.68MB |~ 2
Sent Mail 0Mailis) 0Malls) 0.00MB
SR Drat 0Maills) OMail(s) 0.00 MB
My Drive Recycle Bin [Empty] 0Mail(s) 0Mail(s) 0.00 MB
Info Center Spam [Empty] 0Maills) 0Mailis) 0.00MB
Preferences Total 32 Mail(s) 32 Mail(s) 0.68 MB.
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Notes

The presentation of the interface may vary with different user environments.

Mini Features

< New Mail Notification : The icon blinks

arrive.

adm

when new mails

< Right-click Menu : Supports right-click context menu, allowing users to

quickly switch among Mail2000 functions.

Notes

Right-click once to open the Mail2000 menu; quickly click twice to open the

browser menu.
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1.4 What is Mailbox Info. Page?

The Mailbox Info. Page supports various types of information boxes: Folders Info,
Mailbox Usage, Mails List, Login Info, RSS News, Recent Events, Incoming Booking
Requests, Outgoing Booking Requests, Frequently Used Contacts and

Announcements. Users may click the _AddWBox | btton in the upper right to

add information boxes to their Mailbox Info Page for personalization. Or, to hide
an information box, simply click the ® button of that box. Users are also
allowed to drag and drop the boxes to position them as wishes.

® Information Boxes
(1) Folders Info.: Lists each folder with its unread mail count, total mail count

and mail size.

Folders Info ®)
Folder Unread | Total Size
Inbox 32 Mail(sy 32 Mail(s) 0.68 MB
Sent Mail 0 Mailis) 0Mailis) 0.00MB
Draft 0 Mailis) 0Mail(s) 000MB
Recycle Bin [Empty 0 Mailis} 0Mail(s) 0.00MBE
Spam [Empty 0 Mailis) 0Mail(s) 0.00ME
Total 32 Mails) 32 Mailis) 0.68 MBE

(2) Mailbox Usage: Displays current free space and spaces used by My Drive and

Mails.
Mailbox Usage =
Wy Drive: 0.00 MB 0.00 %
Mails: 0.68 MB 0.00%
Free Space: 499999 32 MB 100.00 %
Total: A00000.00 MB 100 %

(3) Mails List: Displays mails in a designated folder (user defines the folder and

the number of mails displayed).

Mails List(Inbox ) o
- Message System (2016/10/03)

- Message System [2016/10/04] (m2idrial.openfind.com tw)
Mail2000 (m2ktrial.openfind.com.tw)

- Mail2000 Message System - (m2kirial. openfind com

- Mail2000 Message System - (m2kirial. openfind.

12



Set Mails List )

Folder: Inkox v
Mails Per Page: E v
0K Cancel

(4) Login Info.: Displays login history.

Login Info )
2016M0/04 09:45:50 Successful Web Login 180.176.124 44
2016/M10/04 09:40:23 Successful Web Login 180.176.124 44

All information

(5) RSS News: Displays RSS news from a designated source.

RSS News{CNM.com - RSS Channel - World) (#)(%

Haiti also braces for Hurricane Matthew's rains.
140-mph winds
Track the storm

Jamaica braces for Hurricane Matthew
How to prepare for a hurricane

Why are hurricanes the only storms that get a
name?

Aftacks destroy two Svria hospitals

Lmare

Set RSS News £

Enter RSS News URL

RSS URL:

http:/rz=.cnn.com/rss/edition_world.r OK

Source:

DM ChinaTimes Central  Mews

FOMET  Mews CHM

Selectfrom Subscribed RSS Feeds

(6) Frequently Used Contacts: Displays contacts most frequently used by the

user.

13



Frequently Used Contacts
|T-,-'p-e| Path | Mame
. r

- pro
- | rmarcomm
Compose

(7) Announcements: Displays announcements from Administrator.

Announcement A=
- Testing! ! ! Edit
- For Testing Edit
(8) Forwarding Information : Displays the auto forward email address.
Forward Information )
Status | AutoForward Email
Enable lai@open.com
AutoForward Setting
Status | FilterForward Email
Enable koz@find.com
Filter Setting

14



1.5 How to Use Mail Software to Receive Mails?

® Outlook Users

(1) Start Microsoft Outlook. From the Tools(T) menu, select Accounts(A) to
configure your account settings.

(2) Select Email Account(E) and click Next.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

P

E-mail
®/Add a new a-mal account]
O view or change existing e-mal accounts

Directory

(O Add & new drectory or address book
() View or change existing directories or address books

(e ) Cae )

(3) Select POP3 as the mail server type and click Next.

15



E-mail Accounts r)?

Server Type
You can choose the type of server your naw e-mail acount wil work with,

() Microsoft Exchange Server
Connact to an Exchange server to read e-mal, access publc folders, and share
5.

docurment:
©pop3|
Connect to 3 POP3 e-mal server to download your e-mai,
Omap
Connect to an IMAP e-mad saryer to dowrload e-mal and synchronize malbox
S
COHTTP
Connect to an HTTP e-mad server such as Hotmad to download e-mad and
synchronize malbox folders.
) Additional Server Types
Connect to another workgroup or 3rd-party mal server,

|<§ad<|uext>_|cancd|

(4) Fillin User Information, Login Information and Server Information. Enter
pop3.Mail2000.com.tw for Incoming Mail Server and smtp.Mail2000.com.tw
for Outgoing Mail Server. Then, click Next.

E-mail Accounts E'

Internet E-mail Settings (POP3)
Each of these settings are required to get your e-mad account working,

User Information Server Information
Your Name: (adm | Incoming ma server (POP3): | pop3.mat2000.com.tw
Eomad Address: | admiinus.offic.operfr]  Qutgong mal server (SMTP): [aep.mad2000.comtw |

Logon Information Test Settings
User Name: | adm After filing out the information on this screen, we
aix recommeand you test your account by dicking the
Password: sesass| | button below. (Requires network cannection)
[V]Remember password
| Test Account Settings ... |
[TIog on using Secure Password
Authentication (SPA) More Settings ...

[ <msk | &ext>!$[ Corcel |

(5) Click Finish to save the account settings. You should now be able to retrieve
Mail2000 mails using Outlook.

16



E-mail Accounts

Congratulations!

You have successfully entered all the information required to
Selup Your account.

To dose the wzard, cick Finich,

b

® Outlook Express Users

(1) Start Microsoft Outlook Express. From the Tools(T) menu, select Accounts(A)
to configure your mail account settings.

(2) Click on Add(A) and select Mail(M).

Account Type Connection Directory Service. .

(3) Inthe Display Name field, type in the name you wish to display in the From

field of your outgoing messages. Then, click Next.

17



X

Internet Connection Wizard

Your Name

‘When you send e-mai, your name will appear in the From field of the outgoing message.
Type your name as you would ke it to appear.

Display name: = ] 1
For example: John Smith

l Next)&J' Cancel I

(4) Inthe E-mail Address field, enter the email address you are using for the
mail system. Then, click Next.

Internet Connection Wizard @

Intemet E-mail Address

Your e-mad address is the address other people use to send e-mall messages to you.

E-mai sddress: | adm@iinux3 office openfind com w
For example; someone@microsoft.com

[ <Back ]l_ﬂesd){kll Cancel |

(5) Enter pop3.Mail2000.com.tw for Incoming Mail Server and
smtp.Mail2000.com.tw for Outgoing Mail Server. Then, click Next.

18



Internet Connection Wizard

E-mail Server Names

My incoming mad serveris a EPOP3 v | server

Incoming mail [POP3, IMAP or HTTP) server:
Pop3 maii2000.com.tw

An SMTP server is the server that is used fot your outgong e-mail
Dutgaing mail (SMTP) server:

| sttp. mai2000.com.tw

[ < Back ][_AacUQ[ Cancel ]

(6) Inthe Account Name and Password fields, enter your Mail2000 Account

Name and Password. Then, click Next.

Internet Connection Wizard D_(]

Intemet Mail Logon

Type the account name and password your Intemet service provider has given you.

Passwoid: t;ooooo i
Remember password

If your Intemet service provides requires you to use Secure Password Authentication
[SPA) to access your mail account, select the ‘Log On Using Secure Password
Authentication [SPA) check box.

] Log on using Secure Password Authentication (SPA)

oo J[ ooy (coma

(7) Click Finish to save the settings.
19



X

Internet Connection Wizard

Congratulations

You have successiully entered all of the mformation required to set up your account.
To save these settings, click Finish.

I < Back l Finish

E

(8) Select pop3.Mail2000.com.tw and click on Properties.

Internet Accounts E@
[Al [ Mai | News | Dirsctory Service| add v
| Type Connection |

TR mai (default) Any Avaiable

(9) Under the Server tab, check My server requires authentication in the

Outgoing Mail Server section and press OK.

20



“= pop3.mail2000.com.tw Properties E?]@

Genera | Se'vef&Cmbm . Secuty | Advanced|

Mail Account
Type the name by which you would ke to refer to these
‘ servers. For example: "Work" or "Microsoft Mail
Server”’,
E@S.m&?@fmtw
User Information
Name: adm
Organization; . i
E-mail address: ;E\w@meS oﬁice.iopenfnd comtw B
Reply address: |

[¥] Include this account when receiving mail o synchronizing

Lok J[ conce |[ aomw |

(10) Close the dialog box to finish.

® MAC Mail Users
(1) Start MAC Mail. Open the Mail(T) menu and select Add Account.

m File Edit View Mailbox Message Format Window Help
[ ] ':.Jl About Mail | Inbox (3115
= Preferences... &, ~
Em| J Accounts... (2) Flagged (15) Drafts (g)
mailbq  Add Account... y Date v
&= " le Alerts 5:52 PM
Services > logle HiT - WTES 11 »
[ I s QR ER - 2016710821 F 3 Check Point -
E { H!da Mail _ﬁH FEELocky S BRI = AZ & iThome Online 8%
gt TT oda's Best Hotel Offers 5:07 PM
‘ﬂ { shiauwen, book now and get half off! 2%
g
E ' Quit Mail %®Q per Savings today only - 50% off or more

Jauwen Wang 2,819 Half Price Hotel Deals! Find Yo...

Smart Mailboxes l ® Pinterest 4:32 PM
Love design? Check out the trending Pins in desi... & »

) Trending in design this week From the board Inspiration
EEEH 278 Cool Website Designs for Inspiration It's a freelancer...
=== Y Lol Dia

(2) Fill in the basically user settings, and then tap “Next”.
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Add a Mail Account

To get started, provide the following information:

Full Name: user

Email Address: user@openfind.com.tw

PaSSWQrd: Ill.ll.llill| g|

oy T — o

(3) Select " Add Other Mail Account... ; of the following account types.

Choose a mail account to add...

O » Cloud
@8 Exchange

Google

| © YAHOO!

Aol.
163775,
12677,
M®@IlZSCE

! © Add Other Mail Account...

(4) Select "IMAP ; or "POP ; foraccount type. Enter the information for the
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Incoming Mail Server and then click Next. The " Mail Server ; shown in the
figure is for reference only. Please contact your system administrator for the

information.

Incoming Mail Server Info

Account Type: W POP

Mail Server: mail.example.cun{
User Mame: user

Password: sssssssss

Cancel Back m

(5) Enter the information for the Outgoing Mail Server and click Create. Then,
you can receive Mail2000 mail in MAC Mail. The " SMTP Server ; shown in
the figure is for reference only. Please contact your system administrator for

the information.

Outgoing Mail Server Info

SMTP Server: | smtp.example.com
User Name: user

Password: sssssssss

Cancel Back
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1.6 How to Retrieve Mail from POP3 Accounts?

To use POP3 mail service, you must first set up your POP3 server with
corresponding account name and password.

® To Add a POP3 Account
(1) On the left menu, click Info. Center and select POP3 to go to the [POP3
Accounts] page.

& fanny_shen POP3 Accounts
Compose
Folders Add Account
Contacts
My Drive Account Mail Server

No POP3 Accounts Found
Info Center g ° e

Select all accounts
() Mailbox Info

{ sms Retrieve Al
ga FOrum
@ Vote Management
v Subscriptions
= Newsletters

* RSSFeeds

(2) Inthe [POP3 Accounts] page, click the Add Account button in the upper left

corner.

POP3 Accounts

Add Account

Account  Mail Server SSL Delete Filter Enable Sending Folder Edit Delete Preview Retrieve
No POP3 Accounts Found

Select all accounts

Retrieve All

(3) Inthe [Add POP3 Account] page, enter all required information for the mail
server and then click OK.
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Settings Of Mail Receiving:

User:

Password:
Mail Server:

Timeout (seconds): 60
Port: 110

S5L Connection:
Delete after Retrieval:
Activate Filters:

Save into:

Size Limit per Mail: 0

lcon: L]

Settings OF Mail Sending:
Enable Sending Function:
Sender Name:

Email :

Reply Address:

'fanny_shen@mlll-:trial.openfind.cun *Required

*Required

*Required

Inbax ¥
KB
(If the mail size exceeds the limit, it will be skipped. Use 0 for no size limit)
-
0K Cancel

Setting Description

User Login account for POP3 server.
Password Login password for POP3 server.
Mail Server POP3 server name or IP address.

Timeout(seconds)

The time period within which if no response is
received from the POP3 server, system
automatically disconnects and stops retrieving mails
(Default: 60 seconds).

Port

Port number for POP3 server (Default: 110).

SSL Connection

If enabled, the mail content, account and password
will be encrypted during mail transmission (Default:
disabled).

Delete after

Retrieval

If enabled, system will remove all retrieved mails
from the POP3 server after retrieval (Default:
disabled).

Activate Filters

If enabled, system will filter mails based on the filter
rules when retrieving mails (Default: disabled).

Save Into

Select a folder to save the received mails (Default:

25




Inbox). Note that if Activate Filters is enabled, the
filter rules have higher priority than the Save Into

option.
Size Limit per Mail: | limit to filter incoming mails by size; those mails
Set a size exceeding the limit will be rejected (Default: 0 KB; O

KB denotes no limit). Note that system is able to
retrieve mails of any size as its free space allows.

Icon Select a New Mail icon to mark new mails from this
POP3 account.

Sender Name The sender name you wish to display for this POP3
account.

Email The full email address of this POP3 account.

Reply Address The full reply address of this POP3 account.

(4) System will direct you back to the [POP3 Accounts] page. You may continue
adding POP3 accounts (Maximum: 10).

® To Retrieve Mails from POP3 Accounts
B Manual Retrieve

(1) To manually retrieve from a designated POP3 account, click the account's

Retrieve button.

Add Account

Account Mail Server SSL Delete Fiter Enable Sending Folder Edit Delete Preview Retrieve

service@mall.com mail_com Inbox % *) Preview | Retrieve

123@open.com open.com Inbox @ ®) Preview || Retrieve
pr@find.com find.com Inbox @ ®) Preview || Retrieve

Select all accounts

Retrieve All

(2) To manually retrieve from all accounts, check the Select all accounts box and

then click Retrieve All.

Add Account

Account Mail Server SSL Delete Fiter Enable Sending Folder Edit Delete Preview Retrieve
service@mall.com mail_com Inbox % *) Preview || Retrieve
123@open.com open.com Inbox @ ®) Preview || Retrieve

pr@find.com find.com Inbox @ ®) Preview || Retrieve

Select all accounts
| Retrieve All
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B Auto Retrieve

(1) Onthe left menu, click Preferences, expand Personalization and select
Configuration.

(2) Inthe [Configuration] page, click the Mail tab to locate the Auto-Retrieve
POP3 drop-down menu.

(3) Choose either to auto-retrieve With Notification Mail or Without
Notification Mail.

(4) Press save and system will begin automatically retrieving mails from external
POP3 accounts upon login.

General Mail Compose POP3 Retfrieve 1AP4 Retrieve
Pane Mode L
Horizontal Split Vertical Split Full Page
Auto-Preview * Disable "' Enable
Default Reading View HTML v
Block External Images Only Block in Spam

Block Inline Images
Block Unread Mails Cnly
Block Unknown Senders Only
Mail And Attachments List  Number of Mails Per Page:| 50 ¥ |Mail(s)

Display after Delete After Delete | Next T
Auto-Retrieve POP3 Logir|| Do not retrieve ¥ POP3 mails on login
Do not retrieve
Empty Recycle Bin Logojgsyrrmps T — [n Recycle Bin on logout
New Mail Notification 5 Mppetrieve wio nofification
Folder Sorting * Manual Auto
Save Cancel

® To Delete a POP3 Account

(1) To delete a designated POP3 account, click the account's ® putton.
(2) Inthe confirmation window, click OK.

(3) System will direct you back to the [POP3 Accounts] page.

Add Account
Account Mail Server 88L Delete Fiter Enable Sending Folder Edit Delete Preview Retrieve
service@mail.com mail.com /] Inbox Preview | Retrieve
123@open.com open.com /] Inbox Preview || Retrieve
pr@find.com find.com /] Inbox # & | Preview || Retrieve
Selectall accounts
Retrieve All
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® To Edit a POP3 Account

(1) To edit a designated POP3 account, click the account's ' button.

(2) Inthe [Add/Edit POP3 Account] page, make all necessary changes and then
click OK.

(3) System will direct you back to the [POP3 Accounts] page.

Add Account

(W) Account Mail Server 88L Delete Fiter Enable Sending Folder Edit Delete Preview Retrieve
[ service@mail.com mail.com /] Inbox % Preview || Retrieve
) 123@open.com open.com /] Inbox @ % Preview || Retrieve
) pr@find.com find.com /] Inbox # & | Preview || Retrieve
[ Selectall accounts

Retrieve All
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2. Retrieving and Sending Mails-Basic

This chapter is divided into two parts. The first part introduces the basic mail
functions, such as Compose, Reply, Forward, Attachment, Delete and Save as well
as the different viewing pane modes. The second part focuses on the advanced
features, such as HTML Editor, Mail Templates, Automatic Filing, Scheduled Mails
and Mail Search.

This chapter explains:

How to Compose/Send Mails?

How to Retrieve/Read Mails?

How to Reply/Forward Mails?

How to Delete Mails?

How to Move Mails?

How to Add Attachments?

How to Add Cloud Attachments?

How to Add SecuShare Files?

How to Check the Mail Delivery Status?
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2.1 How to Compose/Send Mails?

(1) To compose a new email message, either :

Click Compose on the left menu.

Openfind™
MAIL2000
fanny_sheng@m2ktrial openfind com_tw
o ||
- Cc
=
L Bec | Excude | Malch
[ Inbox (34735) Subject
E—} Todo Important | Request Read Receipt ** Save Sent Copy
¥ & Archived Folder | il Atachment - Scheduled Mails g Encryption -
Sent Mail(2)
[ Drat J HTML Editor *'ve ~TA- T BI UZS =
= Recyde Bin
[& Spam .
Click to compose mail in new window.
Openfind™
MAIL2000
fanny_shen .
Sender fanny_shen@m2ktrial. openfind.com.tw
Compose
o ||
- Cc
=
= Bes | Excude | Makch
[] Inbox (34/35) Subject
(® Todo Important ) Request Read Receipt ¥ Save Sent Copy
» & Archived Folder J @ Attachment + (%) Scheduled Mails @ Encryption v
[*) Sent Maii(2) i

(2) Inthe [Compose] page, enter the email address of person to whom you are
sending the message in the To and Cc fields. When entering email address, type
few characters will display a list that matched (auto-complete). Or, you may click
the To(T) or Cc(C) button to add recipients from Contacts. There are two kinds of
comparison method about auto-complete function which can be set by
administrator.

® Prefix-match auto-complete.

30



Ce "upload” <upload@m2kirial.openfind. com.tw=

Becc | Exclude | Match

® Partial-match auto-complete.

1o | adm@m2pmv7.openfind.com.tw ¥

Ce |p

T "Emma" <emma@ find.com.tw>

Subject
“Eva" <eva@B| nd.com.tw>

Or, you can click the “To” or “Cc” button to add recipients from Contacts.
Please check some contacts first, and then click “Add To” or “Add Cc”, the

contacts will be added as recipients.

Sender fanny_shen@mZ2ktrial.openfind.com.tw

To
Cc
Bcc | Exclude | Match
Subject p
) Mail2000 Message System - Google Chrome
| ® m2ktrial.openfind.com.tw/cgi-bin/adb2main?comms
@) Attachmer
;‘Address Books Contacts View Directory(l Top)
HTML Edit

vty coithcts (&) AddTo v Tools v Switchto v

| Type | Nickname | Address

o
ff
“ e fanny_shen f

o
aa system

(3) To add Bcc recipient(s), click Bcc to display the field.
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Sender fanny_shen@m2ktrial.openfind.com.tw
To

Cc

Bee ||

I Bec ||E:-:c|ude | Match

Subject

Important Request Read Receipt ¥ Save Sent Copy Delivery Status

® Switching Recipient Status
To switch a recipient's status (e.g. Move a recipient from To to Bcc), please click
the recipient and drag to move the recipient to Cc, Bcc or Exclude; you may also

remove the recipient by click the = button.

Sender fanny_shen@m2ktrial openfind.com.tw

To
“ 1.Click and Drag
Bcc
Bec | Exclude | Match
Subject

| Important || Request Read Receipt #! Save Sent Copy Delivery Status ¥/ Send and

@ Attiachment « [¥] Scheduled Mails f§ Encryption +

Sender fanny shen@m2ktrial.openfind.com.tw

To

Cc I fanny_shen |

Bec _2. Move to the Field

Bec | Exclude | Match

Subject

Important Request Read Receipt ¥/ Save Sent Copy Delivery Status ¥ Send and Delete Draft

@ Attachment ~ Scheduled Mails g Encryption »

® Match Recipients
When you enter "user" in the recipient field, yet there are more than one "claire"

in Contacts, click Match to list all contacts matching the name "user." You may

then use the provided information to select your intended recipient.

32



Sender | kingi@open.com ¥

To  |jimmy,

Bec | Exclude || Match

Subject ..

Match Recipients (>}

Matched Results: 1D

Attachmg

U Entry | Contacts |MNicknames Email Address

) open.com  jimmy_k L jimmy_k@open.com —
Flain Tex | Jimmy

open.com  jimmy_h ) jimmy_h@open.com
OK Cancel

(4)

Enter the subject and content of the mail. Then, use the button and toolbar
to perform the following actions as needed.

Compose mail in the new window by clicking the [Z button and the
original window will return to the previous page.

4
Sender | king@open.com v
. | |
c | |
Bec | Exclude | Match
Subject ‘ |
/' Important || Request Read Receipt ¥/ Save Sent Copy ¥/ Send and Delete Draft
@ Attachment « Scheduled Mails ﬁ Encryption « & Templates = More =
| Plain Text Editor ¥ |

Use the provided options to set the mail attributes. You may choose to edit
the mail in plain-text or HTML; you may decide to save a sent copy, to mark
it as "Important,” or request a receipt; or you may set the mail as a
scheduled mail.

Notes: When you mark a mail as "Important," an exclamation mark ' will
be shown next to the mail in the recipient's mails list.
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Sender | king@open.com v

To
Cc
Bece | Exclude | Match
Subject
Important Request Read Receipt ¥ Save Sent Copy ¥ Send and Delete Draft
@ Attachment - Scheduled Mails ﬁ Encryption = [ Templates + More «

Plain Text Editor ¥

m Save Draft Preview Back | Save asaMew Template | Save asa Mew Draft

Tool bar Description

Attach Attach files to the mail.

Secheduled |Mails can be sent at a specific time as you want.
Mails

Templates Save the often used mails as the templates for the future
uses.
more Encoding:

Select the mail encoding.

» Auto-Detect

Unicode (UTF-8)

Trad. Chinese (Big5)
Simp. Chinese (GB2312)
Simp. Chinese (GB18030)
English (ISO-8859-1)
Japanese (ISO-2022-JP)
Korean (EUC-KR)

BIG5 -> GB (GB2312)
GB -> BIG5 (Big5)

\ 4

VVvyVyVyVYVYYVY

Restore: Restore the mail to undo any changes made.

Preferences: Show/Hide functions in the [Compose] page.

Send Send the mail.

Save Draft Save the unfinished mail as a draft.

Preview Preview the mail before sending it.
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Back Return to the previous page.

Save as a New |Save the unfinished mail as a new template.

Template

Save as a New |Save the unfinished mail as a new draft.
Draft
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2.2

(1)

(2)

(4)

How to Retrieve/Read Mails?

How to Retrieve/Read Mails?

System checks for new mails upon login. If there are new mails, the

- fanny_shen fanny_shen

icon will change to icon. You may click on

the icon to access Inbox directly. Or, you may click Folders on the left menu
and select Inbox to view the new mails.

- fanny_shen Inbox
Compose (& Reply @ ReplyAll &) Forward v | (@ Tag v (3 Moveto v
- testest
=] : A
— Translation Test(Trad Chinese to Simp Chinese)
[*] Inbox (33/36) Fw: testest
(Y Todo testest

In the [Inbox] mails list, the unread mails will be shown in bold while the
read mails will be shown in regular font.

Click the Subject, Sender, Date, or Size link on the top of the mails list to sort

the mails accordingly.

Inbox
(& Reply @@ ReplyAll M)Forward v | (@Tag + (HMoveto~  Spam v (%) v | View v More v 36 Mail(s), 1 |/1Page(s)
tr o) [ ] ] E=F =
testest fanny_shen(fanny_shei 10/04 13:38 2K
Translation Test(Trad Chinese to Simp Chinese) fanny_shen(fanny_shei 10/04 11:49 2K
Fw: testest fanny_shen(fanny_shei 10/04 10:29 2K
testest "™ fanny_shen(fanny_sher 10/04 10:25 2K

To read a mail, click once on the mail's subject to preview the content, or
quickly click twice to open the mail in new window.

User can read mail in HTML mode or in Plain Text mode. To switch between
HTML to Plain Text, click the HTML or Plain Text button in the upper right of
the mail.
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(1)

(2)

[@From: fanny_shen <fanny_shen@ma2ktrial.openfind.com.tw=>
Subject: test 2000 Ol =

Date: Tue, 04 Oct 2016 13:49:20 HTML
Hello
Yellow

Pineapple

fanny_shen <fanny_shen@m2ktrial.openfind.com.tw> Hide @

inline images by default.
Subject: test 2000

EFrom: = - | -

Date: Tue, 04 Oct 2016 13:49:20 Plain Text
Helld®

Yellow

i’meapple

How to Assign " Tag ; or [ Color ; to Mails ?

To apply a tag to an email, open the Tag drop-down menu ; if you want to
assigh "Tag, or TColor; on multiple mails at once, please select mails
then open the Tag drop-down menu.

Inbox
(¢ Reply (& Reply All &) Forward « :@Tag v | (9 Moveto ~ | Spam v (%) » | View v More -
'Fi@0)  Subject a  Add Tag Date [ Size.
test 2000 5 OnTop v = Mnny_sher 10/04 13:49 3K *
¢ ™ testest ¥ Flag ¥ % inny_sher 10/04 13:38 2K
TiasioNon BokTacl Chie] | oot v
ranslation Test(Trad Chine :
Chinese) “ Read v inny_shei 10/04 11:49 2K
Unread v
Fw: testest S nny_shel 10/04 10:29 2K
9 Todo V. X
testest 8 Read Only v nny_shel 10/04 10:25 2K
20161 None 10/04 08:06 240K
o Mail2000 Message System| Brown .
| © (m2ktrial.openfind.com.tw) Gisan o 100201 218
Mail (m2ktrial.openfind.com ;
I (m2ktrial.openfind.com.tw) | Pink 10/04 06:00 13K
™ Mail2000 Message System veliow 5
9 (m2ktrial.openfind.com.tw)| 10040305 17K
; Blue
™ Mail2000 Message System 3
® (m2kiriatonentiut Com e oo 10/04 01:15 15K

In the Tag drop-down menu, user can choose "Tag, or [Color; as
needed :
— 7 OnTop: Place the mail on the top of the mail list ; the ¥ tagcan be

removed when click the ¥ icon directly on the mail.
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(3)

— I” Flag : Add a flag icon on the mail; the flag can be removed when

clickthe I” icon directly on the mail.

- ! Important : Mark the mail as an important mail; the ! tagcan be
removed when click the ! icon directly on the mail.

- Read : Mark the mail as read.

- Unread : Mark the mail as unread.

- ) ToDo : Mark the mail as ToDo for reminding; the =’ tag can be

L

removed when click the icon directly on the mail.

— & Read Only : Mark the mail as Unread to prevent the mail from
deleting unwary; the & tag can be removed when click the 8 jcon
directly on the mail.

— Add color : Add color such as Brown, Green, Pink, Yellow, Blue on mails

to help you to classify massive mails.

To delete the Tag, please click the Tag on the email directly or click Tag on

“u u

the toolbar and select “+” or “-“ icon from the drop down menu, or select

None to remove the color on mail.

How to filter Mails?
There are a lot of options for viewing the mails in your mail folders. You can
view mails by Date, Subject, Sender, Attachment, flag, Color and so on.

Click View on the tool bar, and select an option from the drop down list.

(& Reply (@ ReplyAll O)Forward v | (@Tag v (9 Movetov | Spam v (X) v | View v IMore v

Or you can view mails by selecting the day range.

Inbox
€ Reply (@ReplyAll )Forward v | @7Tag v ($Moveto~  Spam v (X) v | View v More v | 37 Mail(s), 1 |/1Page(s)

're Subject Sender Size
test 2000 fanny_shen(fanny_she: 10/04 13:49 3K
v testest fanny_shen(fanny_shei 10/04 13:38 2K
Translation Test(Trad Chinese to Simp Chinese) fanny_shen(fanny_shei 10/04 11:49 2K
Fw: testest fanny_shen(fanny_she: 10/04 10:29 2K
testest ™ fanny_shen(fanny_she: 10/04 10:25 2K
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Select Date W

4 Oct 2016 Nowv 2016 4
Sun Mon Tue Wed | Thu Fri @ Sat Sun Mon Tue Wed Thu Fri @ Sat
1 1 2 3 4 5
2 3 4 5 6 7 8 6 7 8 9 10 11 12
2] 10 11 12 | 13 | 14 | 15 13 | 14 15 | 16 718 | 19
16 7|18 |19 | 20 | 21 | 22 20 21 22 23 24 | 25 | 26
23 | 24 25 | 26 | 27 28 | 29 27 28 29 30
30 AN
2016/10/04 ~ 2016/10/04
Year || Month || Day OK

Mail Content Management Tools
(1)

In the mail content, click the icon at the end of the sender's email

address to add the sender to Contacts.

= From: Su =su@ptsg.com=
To: 'king' =kingi@open.com=
Cc ‘marcomm’ =marcommggopen.coms=
Subject: RE:PTSG.com
Date: Thu, 13 Oct 2016 15:11:01

(2)

In the mail content, the Show other Tools drop-down menu in the

upper right corner provides the following features:

Tool Description
Pack Attachments | Pack and download the mail's attachments.
Delete Delete the mail's attachments.
Attachments
Save Mail As Save the mail as a new .eml file.

Show Header

Display the mail's header details.

View Original Mail:

Display the mail in its original format.

Add to Contacts

Add the sender and recipient(s) of the mail to

Contacts.

Add to Safe List

Add the sender to Safe Senders List.

Print

Print the mail

Return Receipt

Send a receipt to the sender to confirm that
the mail has been received and read.

Preferences

Set preferences for reading the mail.
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Open in New
Window

Open the mail in new window.
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2.3 How to Reply/Forward Mails?

® How to Reply Mails?
(1) Inthe mails list, select the mail you intend to reply. Then, on the toolbar,
click Reply to reply the mail to its sender.

Inbox

(+ Reply | k& Reply Al & Forward » | (@ Tag v (%) Moveto ~ | Spam ~

Hir Subiject
test 2000

testest
Translation Test(Trad Chinese to Simp Chinese)
Fw: testest

testest

(2) Or, on the toolbar, click Reply All to reply the mail to all relevant email
addresses.

Inbox

(4 Reply | @ Reply All | &) Forward ~ | (@ Tag v () Moveto ~ | Spam ~

LiIrg Subject
test 2000

testest
Translation Test(Trad Chinese to Simp Chinese)
Fw: testest

testest

® How to Forward Mails?
(1) Inthe mails list, select the mail(s) you intend to forward. Then, on the

toolbar, click Forward to forward the mail(s).
Notes

Open the Forward drop-down menu and select Pack and Forward to forward

multiple mails in one pack.
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Inbox

(& Reply (@& Reply All | Forward ~| (@ Tag v () Moveto v | Spam ~

Lre Subject
v test 2000

v testest
Translation Test(Trad Chinese to Simp Chinese)

Fw: testest

To forward mail in its original format, please select the mail. Then, on the
toolbar, open the Forward drop-down menu and select Bounce Forward for
single mail or select Pack and Forward for multiple mails.

Inbox

(& Reply & ReplyAll O)Forward v | (@Tag v (9 Moveto~  Spam v (X) ~

Hir g Subject Pack and Forward
v test 2000 Forwgrd as _eml

testest Bounce Forward

Translation Test(Trad Chinese to Simp Chinese)

Fw: testest

nbox

(& Reply @®ReplyAll ()Forward v | (@) Tag v (9 Moveto~ | Spam ~

1o Subject Pack and Forward
v test 2000 | Batch Forward

v testest
Translation Test(Trad Chinese to Simp Chinese)

Fw: testest

To forward multiple mails separately, please select the mail(s). Then, on the
toolbar, open the Forward drop-down menu and select Batch Forward.
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Inbox

(& Reply (@ Reply Al & Forward = (@) Tag -~ (3 Moveto v | Spam

Lir@ Subiject Pack and Forward
Batch Forward ]

' RE: F'TS&

I " RE: PTSG.com
! # 4+ RE:PTSG.com
0007575 Mail

Automatic reply:

(2) Inthe [Compose] page, enter the recipient(s) and then click Send.

Tip :Forward and Bounce

To Forward is to use the content of the original mail in a new mail and deliver it.
To Bounce is to include the original mail as a .eml attachment and deliver it. It is
suggested to use Bounce when you intend to forward a mail of HTML format.
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2.4 How to Delete Mails?

In the mails list, select the mail(s) you intend to delete. Then, on the toolbar, click
the ® icon to move the mail(s) to Recycle Bin.

Or, you may open the ® drop-down menu and select to move the mail(s) to
Recycle Bin or to permanently delete the mail(s).

Inbox

(€ Reply @ ReplyAll &) Forward ~ (@ Tag ~ (#Moveto~ | Spam ~ (X) =  View~ More v | 37 Maills), 1 |/1

YIIP[@ ) | Subject Mave to Recycle Bin Date [
v test 2000 Delete Permanently  |n(fanny_shei 10/04 13:49

" testest fanny_shen(fanny_sher 10/04 13:38
Translation TestiTrad Chinese to Simp Chinese) fanny_shen(fanny_sher 10/04 11:49
Fw: testest fanny_shen(fanny_sher 10/04 10:29
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2.5 How to Move Mails?

The Move feature allows you to organize mails to different folders based on their
attributes, adding efficiency to mail allocation.
The two Move methods are:

® Dragand Drop
(1) Inthe mails list, select the mail(s) you intend to move.

(2) Directly drag and drop the mails to the destination folder on the left menu.

6 fanny_shen Inbox
Compose (& Reply (@ ReplyAll () Forward v | (@Tag v () Moveto v | Spam v

- v test 2000

=
4 testest
* [*]Inbox (30/3/ Translation Test(Trad Chinese to Simp Chinese)
[ Test112 Cocsoctoct
Move 2 mails to this folder.
@ el estest

® Select and Click
(1) Inthe mails list, select the mail(s) you intend to move.

(2) On the toolbar, click Move to to open the list of available folders.

& fanny_shen Test112

Compose (& Reply (@ReplyAl &) Forward v | @Tag v (9 Moveto > | Spam v (¢ ~ | View ~ More v | 2 Mail(s), 1

= v test 2000 Test112 fanny_shen(fanny_shei 10/04

E] < testest Sent Mail fanny_shen(fanny_shei 10/04}
v [ Inbox (30/35) Draft

[ Testi12(2) Recycle Bin

(O Todo Spam

» @ Archived Folder
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2.6 How to Add Attachments?

1. On the left menu, click Compose to go to the [Compose] page.

- fanny_shen
Sender fanny_shen@mZ2ktrial. openfind.com.tw
To
Cc
@ Bce | Exclude | Match
v [ Inbox (30/35) Subject
DTesl112t2) Important RequestRead Receipt ¢
(D Todo ) Attachment ~ Scheduled Mails g Encryption
» 2 Archived Folder
£ Sent Mail(5) HTML Editor Yy TA T B |
[4 Draft (1/1) | &»

2. Inthe [Compose] page, there are four ways to add attachment to your
email.

(1) Inthe composing page, click the Attachment Button to select file
from your computer directly.

Sender fanny_shen@m2ktrial.openfind.com.tw
To

Cc
Becc | Exclude | Match

Subject

Important Request Read Receipt ¥ Save §

f@ Attachment ~] (] Scheduled Mails g§ Encryption ~

HTML Editor Y e~ TA T B T U
2| »

(2) Users can drag and drop one or more files directly into Attachment
Block.

Notes: Only support HTML5 browsers can use this function.
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(3) Click Attachment on the toolbar to open the drop-down menu, and
click to select the file you want to attach on the mail, then click upload.

Sender fanny_shen@mZ2ktrial.openfind.com.tw

Bcc | Exclude | Match

Subject

Important || Request Read Receipt ¥ Save Sent Copy
0} Attachmentlv ™ Scmlduled Mails @ Encryption v

General Upload ==
~ TA- T B I UZ =
Select from My Drive |

4 CAP>

Select from SecuShare
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Upload Attachment

Normal Att.

Please select a file to attach.

Choose File | Test1.docx

Choose File | No file chosen
Choose File | No file chosen
Use Cloud Att

(4) If you want to attach files from My Drive, open the Attach drop-down
menu and click Select from My Drive. Then you can attach the files

from My Drive on your mail.

Upload Attachment
My Drive

Selectthe file to attach. Path fanny_shen:/Root

Type |[Name  [Size Date | Description

Test2 docx 9.96 K 16/10/04 14:33

Select all files (Total: 10,196 Bytes)

Use Cloud
Att.

Close

3. After upload the files as attachments, you can click the Cancel button to
remove this attachment. Or you can still add more attachments by using the

ways we mentioned before.
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Sender  fanny_shen@mZ2ktrial.openfind.com.tw

Bec | Exclude | Match

Subject

Important ) Request Read Receipt ¥ Save Sent Copy |/ Delivery Status ¥ Send and Delete Draft

Attach | Test2.docx (10KB) 1

@ Attachment ~ Scheduled Mails @ Encryption v [® Templates v More v
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2.7 How to Add Cloud Attachments?

Cloud Attachments mean you can transfer the attached files as URL links to let
receivers download.

® If you upload files by clicking the Attachment Button or dragging the files
from your disk:

(1) After you upload files, you can click the URL button when you want to
transfer the normal attachment to Cloud Attachment. If you don’t want
your files transfer to the Cloud Attachment anymore, please press the
Att. button.

Sender  fanny_shen@m2ktrial.openfind.com.tw
To

Cc

Subject

Important ) Request Read Receipt ¥/ Save Sent Copy |/ Delivery Status ¥ Send and Delete Draft

Attach @ Test2.docx (10KB E

) Attachment Scheduled Mails @ Encryption v [® Templates v+ More ~
2

Sender fanny_shen@m2ktrial.openfind.com.tw

To

Cc

B | Exclude Match
Subject
Important Request Read Receipt ¥ Save Sent Copy Delivery Status ¥ Send and Delete Draft

Attach Test2.docx (10KB S At
@ Attachment Scheduled Mails g Encryption v B Templates v More

(2) You can click the link “Set” to set the Expired Date, Path, and Memo for a
Cloud Attachment.

Set Cloud Att. X

File Mame:Test2 docx

Expired Date:12 day(s) (System Limitation is 12 days)
Path:/Root/Cloud Attachments [
Memo:
OK Cancel
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® If you use “Normal Att.” or choose files from My Drive:
(1) After you upload files or choose files from My Drive, click “Use Cloud
Att.”, and the files will be sent as Cloud Attachment.

Upload Attachment
Normal Att.

Please select a file to attach.

Choose File | Test1.docx
Choose File | No file chosen
Choose File | No file chosen

|¢ Use Cloud Att |

Expired
Date:

12 day(s) (System Limitation is 12 days)
Path:/Root/Cloud Attachments (J

Memo:

Upload Attachment

My Drive

Select the file to attach. Path fanny_shen:/Root

ype  |[Name Size Date | Description
3 Cloud Attachments 16/10/04 14:45
™  Test2 docx 9.96 K 16/10/04 14:42 v

Select all files (Total: 10,196 Bytes)

#| Use Cloud Att | Expired Date{12 day(s) (System Limitation is 12 days

Memo:

(2) Attachment List will list all files, you can change files settings here.
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Upload Attachment

Normal Att.
@ Testidocx (10.0 KB)

Cloud Att.
dh Test2.docx (10.0 KB)

SecuShare:

Attachment List

Files:1 Total Size: 10.0 KB

Cancel [& URL]

Files:1 Total Size: 10.0 KB

Set Cancel[= A |

Files: 0 Total Size: 0 Bytes

Mone
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2.8 How to Add CloudShare Files?

Mail2000 system can integrate with CloudShare. User can share the files on the
CloudShare by using URL link when composing mails.

(1) In the Compose page, you can click the Attachement to choose the

CloudShare files.

Sender fanny_shen@mzZ2ktrial. openfind.com.tw

Bcc | Exclude | Match

Subject

Important Request Read Receipt ¥ Save ¢

(@ Attachment ~J (¥ Scheduled Mails g§ Encryption v

HTML Editor Yie~~TA T B I U
Ap>

(2) On the CloudShare tab, select the file you want to share, and set the
“Download Notification”, “Expired Date”, and “Password” as needed.

Upload Attachment

SecuShare

T
T

Public

Test1

Download Notification: Enable
Expired Date: Enable

Password: Enable

Close
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(3) On the Attachment List tab, there are the files you attached. You also can

change the setting here.

Upload Attachment

Attachment List

Normal Att. Files: 0 Total Size: 0 Bytes
None

Cloud Att. Files: 0 Total Size: 0 Bytes
None

SecuShare: Files: 1 Total Size: 10.0 KB

€ Test2.docx (10.0 KB) Set Cancel

(4) After all setting, CloudShare Files will be listed as attachment.

Bcc | Exclude | Match

Subject

|mportant Request Read Receipt ¥/ Save Sent Copy Delive X Status ) Send and Delete Draft
Attach | ) Test2.docx (10KB)

) Attachment ~ Scheduled Mails gy Encryption v

[ Templates + More »

(5) Click the Send Icon, the CloudShare file will be shared by URL link.

[=IFrom:

Date:

fanny_shen =fanny_shen@m2ktrial.openfind.com tw=

Subject:test link

Tue, 04 Oct 2016 14:59:30

The mal contams SecuShare attachment, please download files with followmg Inks:

Test? docx
© (10.0 KB)

test link

O ™ (| -

Plain Text HTML

Tme Zone: (GMT+08:00) AsiaTaipei
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2.9 How to Check the Mail Delivery Status?

Select Folder on the left menu, and click Delivery Status to go to the delivery
Status page. In this page, you can see the delivery status of every mail you send.

& fanny_shen Delivery Status

Compose

-T Time | Recipient | size Status Subject
16/10/04 14:59  fanny_shen@m2ktrial.openfind.com.tw 4KB Delivery est link
successfully
¥ General Folder Managemer Delivery
16/10/04 1 f
u Virtual Folder Management 6/10/04 13:49  fanny_shen@m2ktrial.openfind.com.tv 3KB successfully est 2000
Delivery
10/
£ Scheduled Mails 16/10/04 13:38  fanny_shen@m2ktrial.openfind.com.tv 1KB successfully estest
£} Cloud At Status 16/10/04 11:49  fanny_shen@m2ktrial.openfind.comtw 2 KB sue'f:::f:rlly [Translation Test(Trad Chinese to Simp Chinese)
Delivery Status g
16/10/04 10:28  fanny_shen@m2ktrial.openfind.comtw  2KB Dotvery Fw: testest
successfully
16/10/04 1025  fanny_shen@m2ktrial.openfind.comtw  1KB Delivery R test
successfully

Page:1/1
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3. Retrieving and Sending Mails-Advanced

This chapter introduces the advanced mail functions, such as HTML Editor, Mail

Templates, Automatic Filing, Scheduled Mails and Mail Search.

This chapter explains:

How to Use HTML Editor?

How to Create Mail Templates?

How to enable the Delivery Status function?
How to Auto-File Mails?

How to Add Sender to Contacts?

How to Add Sender to Block List?

How to View Detailed Header Information?
How to Save Mail as a File?

How to Set Scheduled Mails?

How to Request Read Receipt?

How to Search Mails?

How to Quickly Resend Mails?

How to Pack and Download Attachments?
How to Set Default Sender?

How to Set Compose Preferences?

How to Delete Attachments?

Integrate CloudBase Search Archive Function
How to Check Cloud Att. Status?
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3.1 How to Use HTML Editor?

In the [Compose] page, in the compose text area, open the drop-down menu to
chose HTML Editor. You may then begin editing the mail in HTML format. HTML

Editor functions are listed below:

HTML Editor YieeuTA T B I UZT = ZES|+=AvAr A x!E‘C':'EE':_T—EfE»
Tool Description
Plain Text Mode Edit the mail in plain-text format.
HTML Editor Edit the mail in HTML code.
=] Select All Select the entire mail content.
x Cut Cut the selected text to clipboard.
EE  [Copy Place a copy of the selected text to clipboard.
1= Paste Paste the clipboard text to the cursor-pointed
location.
= Delete Deleted the selected text.
‘e Undo Undo the last edit.
“~ Redo Recover the last undone edit.
T Format Select a format from those provided.
A~ |Font Change the font family of the selected text.
T Font Size Change the font size of the selected text.
B Bold Bold the selected text.
I Italic Italicize the selected text.
u Underline Underline the selected text.
= Aligh Left Align the selected paragraphs to the left.
= Align Center Align the selected paragraphs to the center.
—= Align Right Align the selected paragraphs to the right.
= Numbering Enable/Disable the numbering of the selected
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lines/paragraphs.

= Bulleting Enable/Disable the bulleting of the selected
lines/paragraphs.
+= Indent Indent the selected paragraph.
= Outdent Outdent the selected paragraph.
A Font Color Change the font color of the selected text.
A Highlight Change the background color of the selected text.
= Strike Draw a red line through the middle of the
selected text.
X Superscript Display the selected text in superscript.
Example: To correctly display 10erscript. selected
text.raphs.HTML format. HTML Editor superscript
it.
“a Subscript Display the selected text in subscript.
Example: To correctly display H20 | you may
first enter H-2-O. Then, select "2" and subscript it
~ Remove Format Clear the format of the selected text.
| Insert Symbol Insert a symbol from a collection of 196

frequently-used symbols.

Insert Image

Insert an image file from your PC, My Drive or the
Internet.

In addition to this, you can drag and drop image
files from your PC. (Browser support: IE10+,

Chrome, Firefox)

&2 |Insert Hyperlink Create a hyperlink for the selected text.
H Insert Table Insert a table and specify its attributes.
% |Insert Emoticon Insert an emoticon from a collection of 49

emoticons.

Insert Horizontal Line

Insert a horizontal line.

Spell Check

Check the spelling of the mail. All detected
misspellings will be displayed in red; move your
cursor to a misspelled word to open the list of
suggested spellings.

Notes: This function is disabled by default. To
enable the function, please contact System
Administrator.
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@i

Background Image

Insert an image file from your PC, My Drive or the

Internet as the background image of the mail.

Stationary

Apply stationery effects.
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3.2 How to Create Mail Templates?

To compose mails with similar or fixed content, it is recommended to create a

mail template to save the context and formatting.

(1) On the left menu, click Compose to go to the compose page.

- fanny_shen

v [ Inbox (30/35)
[ Test112(2)
(O Todo
» (@ Archived Folder
5 Sent Mail(5)
[+ Draft (1/1)

Sender fanny_shen@m2ktrial.openfind.com.tw

Subject

Important Request Read Receipt ¢
@) Attachment Scheduled Mails  g§ Encryption

HTML Editor Ye ~ TA T B |
AP

(2) Inthe Compose page, begin editing the mail template such as entering the

mail subject, setting the font family, inserting a background image and

adding attachments.

(3) When you finish compose mail, click Save as a New Templete.

m Save Draft

Preview ack |I Save as a New Template

| Save as a New Draft

(4) After that, on the Save as New Template window, you can name the

template and click the save button to finish creating new template.

Save as New Template

Please enter the template title:

Testtt

7770 typed.

Save Cancel

(5) After saving the template, you can see the template you create on the

template drop-down menu. You can easily choose the template you need

when you compose mail.
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Sender  fanny_shen@mZ2ktrial.openfind.com.tw

To
Cc
Bcc | Exclude | Match
Subject
Important || Request Read Receipt ¥' Save Sent Copy | Delivery Status ¥, Sand and Dalate Draft
) Attachment ~ Scheduled Mails g Encryption v [ Templates v fMore v
HTML Editor ve ~~TA T B I U &

’QC'DE‘:_;{:>> Testttt

(6) When you need to change or update the content of the template, you can
click the Save Template button to save the new version of the template.

m Save Draft Save Template Preview Back | SaveasaNewTemplate | Save asa New Draft
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3.3 How to enable the Delivery Status function?

(1) When composing a mail, check Delivery Status

Sender  fanny_shen@mZ2ktrial.openfind.com.tw
To
Cc
Bcc | Exclude | Match
Subject

Important |/ Request Read Receipt ¥/ Save Sent Copy] ¥/ Delivery Status

' Send and Delete Dratft

) Attachment + (¥] Scheduled Mails g Encryption v

3 Templates v More v

(2) After sending the email, you can check the email delivery status in the sent
mail box page. Click the ™& button and you can see the delivery status of

the mail.
Sent Mail
(#) Edit (¢ Reply (@ ReplyAll &) Forward ~ | (@Tag v (3 Moveto~ | (%) View v More » | 7 Mail(s),
e Subject Date [ Size
delivery test 2n(fanny_shel 10/04 15:15 1K
0] Delivery Status - Google Chrome - O X | 4K
0} @ m2ktrial.openfind.com.tw/cgi-bin/msg_trace?cm=show&m=37111750&mbox=@.c & | 3K
Delivery Status -
1K
Subject: delivery test
Date sent Tue, 04 Oct2016 15:15:20 B
1K

[Type Recipient Email
Recipientfanny_shen fanny_shen@mZ2ktrial openfind. com.tw

Status
457 Unread
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3.4 How to Auto-File Mails?

Auto-File function can help you automatically organize your mails.

(1) Inthe [Inbox] mails list, open the More drop-down menu on the toolbar and
select Auto-File.

Inbox

More ~ k7 Mail(s), 1

(€ Reply (@ ReplyAll () Forward v | (@Tag v (#Moveto~ | Spam v (X) v | View v

il dl] Subject _Sender Pack e
v delivery test fanny_shen(fanny_| Export Mail <
7] test link fanny_shen(fanny | Auto-File
Translation Test(Trad Chinese to Simp Chinese) fanny_shen(fanny_: Adie Contacts
Add to Safe List
Fw: testest fanny_shen(fanny_:
Preferences
testest ™ fanny_shen(fanny_smerTorosTozy z

(2) Inthe Auto-File page, the system will suggest a destination folder for each
Inbox mail based on its intelligent analysis of mail attributes of all folders.

Auto-File

Page:
Auto-File Selected Auto-File All
New Subject From Date Size Folder OK
. 10/04
delivery test fanny_shen(fanny_shen) 2K Test112 M Ok
| . . 10/04
L1} test link fanny_shen(fanny_shen) 14:59 4K Test112 v oK
. " . i 10/04
Translation Test(Trad Chinese to Simp Chin fanny_shen(fanny_shen) 11-49 2K | Test112 v OK
10/04
Ew testest fanny_shen(fanny_shen) 10:29 2K | Test112 M OK
10/04
testest fanny_shen(fanny_shen) 10:25 2K | Test112 i OK
L 10/04 :
( 10/03) adm 08.06 240K | Discard M OK

(3) Verify the suggested destination folders. To change the destination folder for
an individual mail, open the drop-down menu to select from all user-defined

folders. If none of the folders is ideal, please refer to “Create New Folders”.

Auto-File Selected Auto-File All
New Subject From Date Size Folder OK
’ 10/04 T
liv fanny_shen(fanny_shen) 1515 2K | Test112 v | OK
10/04 -
a test link fanny_shen(fanny_shen) 4K | Recycle Bin OK
14:59 Test112
2 2 s . 10/04
Translation Test(Tr: hin imp Chinese) fanny_shen(fanny_shen) 11:49 2K | Test112 v OK
g 10/04
Fw_testest fanny_shen(fanny_shen) 1029 2K | Test112 v OK
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(4) To move all mails to their destination folders, click Auto-File All; to move
only certain mails to their destination folders, select the mails and then click
Auto-File Selected; to auto-file mails one by one, click the OK button next to
the suggested destination folder.

Notes

To improve Auto-File accuracy, it is recommended to maintain a well-organized

folder structure in the system.
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3.5 How to Add Sender to Contacts?

When you preview/read a mail, the [*| icon is shown at the end of the sender
address if any of the listed email addresses is not in your Contacts.

By clicking the icon, the system will display all unfamiliar addresses listed in
the mail; select those you intend to add and press OK.

= From: Su dsu@ptsg.cnm
To: 'king' =king@open.to

Ce ‘marcomm’ =marcommopen.com:=
Subject:  RE: PTSG.com
Date: Thu, 13 Oct 2016 15:11:01
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3.6 How to Add Sender to Block List?

(1) Inthe mail list, select the mails you intend to add to Block List. Then, on the
toolbar, open the Spam drop-down menu and select Add to Block List.

Inbox
(& Reply G ReplyAll &) Forward » | (@ Tag ~ () Move 1ov| Spam ~ IO ~ | View v More 37 Mails), 1 |/1Page(s)
'@/ 0 Lsublect \sender Date i)
v delivery test Add to Block List I fanny_shenifanny_she 10/04 15:15
7] testlink fanny_shen(fanny_sh¢ 10/04 14:59
Translation Test(Trad Chinese to Simp Chinese) fanny_shenifanny_shei 10/04 11:49
Fw: testest fanny_shen(fanny_shei 10/04 10:29

(2) After that, you can see all IP, Hostname or Email Addresses of the selected
mails. Select those you intend to block and click OK.

Note: Adding an IP will block all mails sent from or forwarded from the address.
Please make sure you do not want to receive mails from this IP address.

Select Item IP/Hostname/Email Address
v 1 ¢ © Dm2ktrial.openfind.com.tw
v 2 2( 114

Select All
OK Cancel

(3) You will no longer receive mails from these IP, Hostname or Email addresses.
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3.7 How to View Detailed Header Information?

When previewing/reading a mail, there is a button at the beginning of the
sender address. You may click it to expand the detailed header information.

- Before Expansion

From: fanny_shen =fanny_shen@m2kirial. openfind.com tw=
Subject: delivery test
Date: Tue, 04 Oct 2016 15:15:20

After Expansion

EFrom:  fanny_shen =fanny_shen@m2kirial.openfind.com.tw=
To: fanny_shen =fanny_shen@m2ktrial.openfind.com_tw=
Subject: delivery test
Date:  Tue, 04 Oct 2016 15:15:20

Besides, you can view the Mail Header in two ways.

(1) Open the Show Other Tools drop-down menu and select Display Mail
Header to display the full information of the original mail header. Utilize this

function to obtain mail details as evidence for spam reports.

Inbox

Back | (& Reply (@ReplyAll ()Forward v | (@7Tag v (#)Moveto~ | Spam v (X) v | More v | 1/37 Mail(s)

From: fanny_shen <fanny_shen@m?2ktrial.openfind.com.tw> O - —
To fanny_shen <fanny_shen@m?2ktrial.openfind.com.tw> . =)

Subject: delivery test | Save Mail As
Date: Tue, 04 Oct 2016 15:15:20 - .
Display Mail Header

View Original Mail

delivery test
Add to Contacts

Add to Safe List
Print
Return Receipt

Preferences

Open in New Window

(2) Click the mail icon in the mail list.
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Inbox

(¢ Reply | @@ Reply Al M Forward v | (@ 7Tag v (9 Moveto~ | Spam v (X) v | View v More v | 39

11”9/ [subject Sender Date [
)] warning--Could not send mail for a period of time MAILER-DAEMON(Mai 10/04 15:42
Unread(Display Mail Header) = =
)] - | for a period of time MAILER-DAEMON(Mai 10/04 15:42
delivery test fanny_shen(fanny_shei 10/04 15:15

Then, the system will display the detail mail header in new window.

mZktrial.openfind.com.tw/cgi-bin/msg_read?cmd=print_headerfim=49438332..  — O *
@ m2ktrial.openfind.com.tw/cgi-bin/msg_read?cmd=print_header&m=49438332&8mbox=@

Message-ID: <1475566946.169679.1282682494.19653.156342>

X-M2K-DIMF: w=1j;em=2;eh=1c343546/ccazjj;ec=bfelflcS;m=DeZ3aGrblenQK745whGInSTE
1zNIMI1rNeAj1976G2cYgugsBQAVIRMXEOLhVoleI/ 1lon37hDSYFICthPmYIUhO1IEF95z00d0Br17
b@o3M3gbeD/R1gSobpachjulMocl

Received: By OpenMail Mailer;Tue, 24 Oct 2016 15:42:23 +030@8 (C5T)

Return-Path: <>

From: "Mail Deliver System” <MAILER-DAEMON>

To: fanny_shen@m2ktrial.openfind.com.tw

Subject: =?utf-87?B?IHdhcmSpbmctLUNvdixkIGSvdCBzZWSkIGLhallug 2=

=?utf-87B7ImIyIGEgCcGVyal9kIGIMIHRpbLUE?=

Date: Tue, @4 Oct 2816 15:42:23 +880@ (CST)

MIME-Version: 1.0

Content-Type: multipart/mixed; boundary="---jIh8F03=al@.-1Z3Tp:2cHksY&?"

When

email

Inbox

you move your cursor to the sender, it will show the sender’s complete

address.

(€ Reply & ReplyAll ) Forward v | (@Tag v (®Moveto~  Spam ~ (%) v | View v More v | 37 Mail(s),

Lirg

Subject Sender Date [ Size.
delivery test fanny_shen(fanny_shei 10/04 15:15 2K
test link fanny{ fanny_shen@m?Zkirial.openfind.com.tw k
Translation Test(Trad Chinese to Simp Chinese) fanny_shen(fanny_shei 10/04 11:49 2K
Fw: testest fanny_shen(fanny_shei 10/04 10:29 2K
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3.8 How to Save Mail as a File?

(1) Inthe mail content, open the Open the Show Other Tools drop-down menu

and select Save Mail As.

Inbox

dFrom: fanny_shen <fanny_shen@m2ktrial.openfind.com.tw>
Subject: delivery test
Date: Tue, 04 Oct2016 15:15:20

delivery test

Back | (¢ Reply (@@ ReplyAll OV)Forward v | (@ Tag v (3 Moveto v

Spam v (%) v | More v | 1/37 Mail(s)

IEIE

Save Mail As

Display Mail Header
View Original Mail
Add to Contacts
Add to Safe List
Print

Return Receipt

Preferences

Open in New Window

(2) Inthe File Download popup window, click Save to save the mail.
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3.9 How to Set Scheduled Mails?

The Scheduled Mails function can help you send mails at specified time.

(1) After composing the mail, click Scheduled Mails button.

Sender fanny_shen@ma2ktrial.openfind.com.tw
To fanny_shen E
Cc
Bcc | Exclude | Match
Subject  mail on time

Impordan gad Receipt ¥ Save Sent Copy Delivery Status ¥ Send and Delete Draft

@) Attachment ~ Scheduled Mails | §§ Encryption ~ Templates + More ~

HTML Editor Y N TA T B I U = ===+ AvRAvy A &k 3 [4
ol T — &»

mail on time]

(2) Setthe delivery time and click OK. To change the Schedule, please click
Scheduled Mails to set another time.

Select Date »

4 Oct 2016 3
Sun | Mon | Tue Wed Thu  Fri @ Sat

Mo
fad
-
[55]
[=3]

-
[==]

9 1011 12 13 | 14 | 15
16 17 | 18 19 | 20 21 | 22

2016M10/04 |16 v |- (10 *

Year || Month || Day OK

(3) When you are finished scheduling the mail, click Send. The system will send
the mail at the specified time.
(4) If you want to edit the mail before sending, please select the Folders on the

left menu and click the Schedule Mails and you can make changes.
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(5)

fanny_shen

Compose

£* General Folder Management

' gement
£+ Scheduled Mails

£¥ Cloud Att. Status
£* Delivery Status

In the [Schedule Mail] page, there will list all your schedule mails and you

can

make changes here.

Scheduled Mails

Your scheduled mails are listed below:

Subject

mail on time

All Recipients

fanny_shen@maktrial.openfind.com.tw

|  Scheduled ime | Edit |Delete
201610004 16:15 & &)
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3.10 How to Request Read Receipt?

When composing the mail, click Request Read Receipt before sending it.

2
Sender fanny_shen@m2ktrial.openfind.com.tw
To
Cc
Bec | Exclude | Match
Subject
Imponantl" Request Read Receipt |¥' Save Sent Copy |/ Delivery Status ¥/ Send and Delete Dratt
@) Attachment ~ Scheduled Mails g Encryption ~ [® Templates v More «
HTML Editor Y e N TA T BT UZT = ZSEEE 22« Avly & It >
[a e» B <= de M
Notes

(1) With the Request Read Receipt feature enabled, a dialog box will appear
when the recipient(s) retrieve the mail, asking them if they want to return a
read receipt.

(2) Only when the recipient(s) agree to return a read receipt and thus click Yes

in the dialog box, will you receive the receipt.

72



3.11 How to Search Mails?

The Search function is located on the upper right side of the user interface.

Search Results - [Inbox ]Jtest

(& Reply (@ReplyAl (D)Forward v | (@7Tag » (FMoveto~  Spam ~ (%) ~ | View v More v
LIr @) | Subject Sender Date

[Inbox Jdelivery test .
KT TS Talirt il fanny_shen(fanny_shel 10/04 15:15

[Inbox Jtest link -
Q Keyword Position:test link [ARYVE SROR(taMMYEI MG WPLTS. 50
[Inbox JTranslation Test(Trad Chinese to Simp Chinese)
Keyword Position:Translation Test(Trad Chinese to Simp fanny_shen(fanny_she1 10/04 11:49
Chinese

® Basic Search

Enter keyword(s) in the search box and click “* to perform basic search.

® Field Search
(1) Enter keyword(s) in the search box and click the ¥ button on the right side

of the g icon.

(2) Inthe drop-down menu that appears, select the field in which you intend to
perform the search. The system will search for the keyword(s) in the field
which you selected.

sE@ s 0 Q" Y | - 0

By Subject
Search Results - [Inbox Jtest
= By Tag
(€ Reply (@ReplyAll ®Forward v | @ Tag v (3 Moveto v | Spam v (X
1 : By Sender %
Hire Subiject Sender
By Content
No Messages Found
By Date
By Participant
By Recipient
Advanced Search

® Advanced Search
(1) Enter keyword(s) in the search box and click the ¥ button on the right side

of the E. icon.
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(2)
(3)

In the drop-down menu that appears, select Advanced Search.
In the [Search] page, specify the search field and scope and click Search to
perform advanced search.

Mail
Subject [ ]
Keyword | | ¥ Att Content ¥ At Name
Date ' Not specified ¥ | v
. From {
To [ Participant
Others
J Search Reset
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3.12 How to Quickly Resend Mails?

(1) On the left menu, click Folders and then select Sent to go to the [Sent] page.

fanny_shen
Compose

» [¥]Inbox (31/38)

(O Todo

» & Archived Folder
Sent Mail(8)
17 Drar(2i3)
(% Recycle Bin(4/4)

e Spam

(2) Inthe Sent box page, open the More drop-down menu and click Resent.

Sent Mail
(@) Edit (& Reply @@ ReplyAll O)Forward v | (@Tag v (HMovetov | (%) v | View vIMore v I 8 Mail(s),

LIre Subject Recipient Resend I 1

v mail on time fanny_shen(fanny_s| Pack

delivery test ™ fanny_shen(fanny_s Export Mail
testlink fanny_shen(fanny_s Add to Contacts

) Add to Safe List
test 2000 fanny_shen(fanny_s

Preferences

testest fanny_shen(fanny_smerToios 73.56 T
Translation Test(Trad Chinese to Simp Chinese) fanny_shen(fanny_shel 10/04 11:49 1K
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3.13 How to Pack and Download Attachments?

(1) Inthe mail list, select the mails those have the attachments you intend to
download and open the More drop-down menu and select Pack.

Inbox

(& Reply @ ReplyAll O)Forward v | @Tag v () Moveto~ | Spam v (X) v | View 38 Mail(s),

v mail on time fanny_shen(fanny_sh¢ Export Mail
v delivery test fanny_shen(fanny_shei Auto-File
1] test link fanny_shen(fanny_she¢ Add to Contacts
i Add to Safe List
Translation Test(Trad Chinese to Simp Chinese) fanny_shen(fanny_shei
Preferences
Fw: testest fanny_shen(fanny_shel-roros oz 2R~
testest ™ fanny_shen(fanny_shei 10/04 10:25 2K

(2) After that you will see the file download popup window, and you can save
the attachments as a file.
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3.14 How to Set Default Sender?

(1) On the left menu, click Compose to go to the [Compose] page.

- fanny_shen
Sender fanny_shen@m2ktrial. openfind.com.tw
To
= Cc
@ Bec | Exclude | Match
v [™]Inbox (30/35) Subject
M Test112(2) Important || Request Read Receipt ¥
(© Todo @ Attachment ~ [¥] Scheduled Mails @ Encryption
» & Archived Folder
£ Sent Mail(5) HTML Editor Ye ~xTA T B
[# Draft (1/1) | %»

(2) Inthe [Compose] page, open the More drop-down menu on the toolbar and
select Preferences.

Subject
Important Request Read Receipt ¥ Save Sent Copy Delivery Status ¥ Send and Delete Draft

@ Atachment ~ [¥] Scheduled Mails § Encryption ~ [ Templates =] More ~
Encoding »

HTML Editor e ~TA T B I UST = Z[ES e AvAY ’
Restore

el T— X»

Preferences

(3) Open the Default Sender drop-down menu and select the account you
intend to use as your default sender account.

Preferences
Display Becc Field Yes ® Np Display the Bece field by default
| Default Senderl king@open.com M Select default sender address.
king@open. com Aut th il at larint li f accident:
Enable Auto-Save  pro@mail.com uto-save the mail at regular interval in case of accidents
- : such as power outage.
service@mail.com
Default Mail Encoding | marker@open.com Select default encoding when composing.
pr@open.com
Use Base64 Encoding for Attachments | enews@mail com Textdgﬂachments will be forced into BaseG4 encoding when
marketing@everything. com L LLE
Add Reciplent(s) to Contacts marcommi@open.com Dlspl_a\,- list ofnt_nn—comamrecmlents to add to Contacts after
sales{@open.com sending the mail.
e L te @ . If mail contains previewable attachments, the attachments will

Notes
Before setting the Default Sender, please add a POP3 accounts first. For
example, if you want to select pm@Mail2000.com as your default sender,
you have to add this account in your POP3 accounts.
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(4) Click OK to finish. All changes will be applied on your next login.

You can also select the sender on the Sender drop-down menu when you

composing the mail.

Sender

To

Cc

Subject

king@open.com
king@open.com
pro@mail.com
service@mail.com
marker@open.com
priddopen.com
enews{@mail.com
marketing@everything. com
marcomm @open.com
sales@open.com

M Attachment = [¥] Scheduled Malls

g Encryption =

Send and Delete Drait

' Plain Text Editor ¥ |
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3.15

(1)

(2)

(3)

(4)

How to Set Compose Preferences?

On the left menu, click Compose to go to the [Compose] page.

®  fanny_shen
o fanny_she

Compose

Sender  fanny_shen@mZ2ktrial. openfind.com.tw

To

Cc

= Bee | Exclude | Match

v [*]Inbox (30/35) Subject

M Test112(2) Important | Request Read Receipt ¥

(© Todo ) Attachment ~ Scheduled Mails @ Encryption
» & Archived Folder

£ Sent Mail(5) HTML Editor vy e~ TA T B |

[ Draft(1/1 &>

In the [Compose] page, open the More drop-down menu on the toolbar and

select Preferences.

Subject

Important Request Read Receipt ¥/ Save Sent Copy Delivery Status ¥ Send and Delete Draft
f) Attachment - Scheduled Mails @ Encryption v [ Templates v| More v
i T Encoding »

HTML Editor e TA T B I UZ = ZEE += 2 AvAvr
. Restore
g (<o) E < abc >>

Preferences

In the [Preferences] page, options are provided for you to personalize your

[Compose] page. You may change setting to display frequently used

functions on the composing mail page.

B Display Bcc Field @ Choose to hide or display the Bcc Field.

B Default sender : Select the default sender address.

B Enable Auto-Save : Enable the auto-save function to save the mail at
regular interval.

B Default Mail Encoding : Select the default encoding when composing.

B Use Base64 Encoding for attachment : The text attachment will be
forced into Base64 encoding when enable this function.

B Add Recipient(s) to Contacts : Add new recipients to Contacts after

sending the mail.

When you are finished with the settings, click OK. All changes will be applied

on your next login.
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3.16 How to Delete Attachments?

(1) Inthe mail content, Open the Show Other Tools drop-down menu and select

Delete Attachments.

Inbox
Back | (¥ Reply (@ ReplyAll (Y Forward v | (@Tag v (¥ Moveto~ | Spam v (%) ~ | More v | 1/39

[ |

r,gruogéﬁ Laenlgiglsehsr-_;n fanny_shen@m2ktrial.openfind.com.tw @ - p I—
Date: T_ue. 04 Oct2016 18.59.5_0_ Pack Attachments
Attachment: () E2&Y F¥Te) Testl.docx(10k Delete Attachments
delete test Save Mail As

Display Mail Header

(2) Inthe [Delete Attachments] page, all attachments of the mail are displayed.
Select those attachments you intend to delete and then click Delete.

Delete Attachments
Check Filename Type Size (KB) Delete
Test1 docx docx 10 ®
Select all
Delete Cancel

Notes
To delete one single attachment, you may directly click the * button.
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3.17 Integrate CloudBase Search Archive Function

Mail2000 system can integrate with CloudBase Search Archive Function. User can
search the archived mails in the CloudBase.

(1) On the left menu, click Folders and you can see the Archived Folder.
(2) Click the Archived Folder, you can get the “last half year”, “Last 1 year”, “Last
2 years”, and “More Than 2 years” mails which are archived in the CloudBase.

o fanny_shen O Search Results Reset Search

Compose

By Query Conditions ~ 106 mails of the search result are displayed

o Forward ~ | Display 1 ~ 20 mails - Display | 20 ¥ | mails per page. 123456/[>]
— Subject ¢ / Sender = / Recipient Size = Date v
» [ Inbox (29/39) [4 delete test
@ Todo ;:::1:: éfannv_shen @m 2ktrial.openfind.com.tw> 15K 2016/10/04 16:59
* /& Archived Folder Not finish archiving process (part of information can not be displayed)
& Lasthalfyear [4 mail on time
& Last1year From: fanny_shen <fanny_shen@m2ktrial.openfind.com.tw> 1K 2016/10/04 16:15

To: fanny_shen <fanny_shen@m2ktrial.openfind.com.tw>
& Last2 years
[4 warning--Could not send mail for a period of time
From: Mail Deliver System <MAILER-DAEMON>

& More than 2 years

17K 2016/10/04 15:42

) Sent Mail(9) . To: <fanny_shen@m2ktrial.openfind.com.tw>

[ Dran (23) Wi

[% Recycle Bin(4/4) [ warning--Could not send mail for a period of time

Ssvam
Type: )

81



3.18 How to Check the Cloud Att. Status?

(1) On the left menu, click Folders and select Cloud Att. Status under Manage
tab.

- fanny_shen

Folders

£+ General Folder Management
£¥ Virtual Folder Management
£+ Scheduled Mails
£* Cloud Att. Status
£+ Delivery Status

(2) You can see the mail list shows the mails those attach the Cloud Attachments.

Cloud Att. Status
Total 2 records 1 /1 Pages
Time « Subject Recipient Cloud Aft.
16/10/04 1712 ttt fanny_shen (fanny_shen.. Test2.docx
16/10/04 17:10 cloud t cloud (cloud@mz2ktrial.o... Test2.docx
Total 2 records 1 /1 Pages

(3) You can click button to see the detail information for a Cloud
Attachment.

Cloud Att. Status

A Test2.docx

Mail Subject: cloudt Expired Date: 2016/10/16 17:10 Extend
% Recipient Download Link Last Download Time Download Counts
() | pisable All Links ppenfind.com.tw £3 No records. 0

Back
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4. Manage Folders

Manage Folders, similar to folder management on your PC, allow you to create,
edit and delete hierarchical folders to categorize your mails. In addition to
organization, this function helps you to browse your mails with efficiency and

precision.

This chapter explains:

What are Default Folders?

What are Virtual Folders?

How to Create/Delete/Edit/Expand/Hide Folders?
How to Change the Number of Mails per Page?
How to Archive and Export Mails?

How to Import Mails?

How to Create Virtual Folders?

How to Add Tags to Mails?

How to Edit Folder Attributes?

How to Publish Folders?

How to Export Mails?

How to Set Folder Sorting?
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4.1 What are Default Folders?

For each newly created account, there are six system-defined folders:

® Inbox

All incoming mails are stored in Inbox unless they are filtered to other folders.
Upon every Inbox entry, the system automatically checks for new mails

® Todo

For those mails are important but you can’t deal with them right away, you can
tag Todo on those mails. All those mails will automatically add to the Todo folder.
® Sent Mail

This folder stores copies of the sent mails.

® Draft

This folder stores the edited mail drafts, which can be use for additional editing
later.

® Recycle Bin

This is where all the deleted mails are. When your Mailbox free space is under 2%,
the system will automatically empty your recycle bin to make sure you have
enough space to receive mails.

® Spam

This folder contains those filtered spam mails. It is recommended that you
periodically check this folder for any valid mails that have been mistakenly
filtered as spam. If valid mails are found in the Spam folder, you can click
Preferences, expand Spam Protection and use the function Safe Senders or Safe
Recipients to fix the problem.

Notes

On the left menu under Folders, the numbers in the parentheses which next to

each folder’s name are signify as follow:

- In red (e.g. Inbox(6/99)): The color red indicates that there are unread
mail(s).The numbers denote the number of unread mails and the total
number of mails.

- In black (e.g. Inbox(66)): The color black indicates that there are no unread

mails.
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4.2 What are Virtual Folders?

A virtual folder is a dynamic folder mapping mails from one or more real folders
based on their attributes and matching rules. By default, the system features the
following virtual folders:

B New Mail: Mails that are not yet read are included in the Unread folder.

B Mail from Friends: Mails from senders listed in Contacts are included in the
Friends folder.

B Mail of Today: Mails received within today are included in the Today folder.

B Mail of this week: Mails received within this week are included in the This
Week folder.

B Mail of this month: Mails received within this month are included in the This
Month folder.
Able to Chase the Status of Sending Mail: If the users enable the " Delivery
Status ; function, users can check the mail delivery status in virtual folders

and sent box.

& user
-

Compose

hd

Y New Mail
Y Mail from Friends

Y Mail of Today

T Mail of this week

Y Mail of this month

Y Able to Chase the Status of Sending Mail

® How to Create Virtual Folders?
(1) On the left menu, click Folders and choose Manage tab. After that, click
Virtual Folder Management.

85



Compose

=224

{} General Folder Management

-I:I-Virtual Folder Management
£¥ Scheduled Mails

£¥ Cloud Aft. Status

L3 Delivery Status

(2) Inthe [Virtual Folder Management] page, click Add to create new virtual
folder.

(3) Enter a name, description and other detail information as you needed step
by step to create new virtual folder.

B Source Folders: Specify the folders which you intend to collect the mails
for the virtual folder.

Time Interval: Set the time interval to make sure all the mail receive
between specific times will be sort in to the virtual folder.

Flag Rules: Set the flag rule(s).

Color Label Rules: Set the color label rule(s).

Sender Rules: Set the sender rule(s).

Subject Rules: Set the keywords(s) to make sure those mail’s subjects

include these keywords(s) will be sort into the virtual folder.

Verification: Verify all the setting here.

(4) After all settings, you will find the newly created virtual folder in the [Virtual

Folders] page.
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4.3 How to Create/Delete/Edit/Expand/Hide Folders?

® How to Create Folders and Sub-folders?
In addition to the default folders, you can create new folders to make your mails

more organized.

(1) Onthe left menu, click Folders and then select Manage tab. After that click
General Folder Management.
(2) Inthe [Manage folders] page, click the *' icon.

Eckies B
& Name | Hide | Unread/Total Size | New | Edit | Order | Publish
[Root] o
I & General Folder Management I . . .
u Virtual Folder Management Inbox 4 072MB [}
£+ Scheduled Mails Testi12 hg 0/z 000MB B[ ——r
£} Cloud At Status Sent Mail 011 0.04MB  F €
£ Delivery Status Drat 2/3  000MB v
| Recycle Bin [Emoty] 4/4  006MB
J Spam [Empty] 0/0  000MB & s
Total 3T 0.83MB

(3) Enter a name for the new folder and then click OK to finish creating new
folder.
(4) After all, on the left menu, you will see the icon. Click this icon and you

will see the new folder you created.

® Quick-Create Sub-folders
On the left menu, right click the folder you intend to create a sub-folder for. On

the right-click context menu, select Add.

- fanny_shen

Compose

=

» [*]Inbox (31/?!!
(© Todo Add

Open

» @ Archived
) Sent Mail(| Edit
[# Dratt (2/3)| Folder Archive

(% Recycle Bin(4/4)
S Spam
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® How to Delete Folders?

(1) On the left menu, click Folders, select Manage tab and click General Folder
Management.

(2) Inthe [Manage Folders] page, select the folder you intend to delete and
click the delete icon on the top of the page.

o fanny_shen Manage Folders
Compose & Import = Archive | (%) Delete | (4 Move to... = Sti
{3 | Name | Hide | Unread/Total | Size |
[Root]
£+ General Folder Management
Inbox 31/41 072MB
£+ Virtual Folder Management
v © 0/2 0.00MB
£+ Scheduled Mails Tatie
0 Cloud Att. Status Sent Mail 0/11 0.04MB
£ Delivery Status Draft 2/3 0.00MB
Recycle Bin [Empty] 4/4 0.06MB

(3) Allthe deleted mails and folders will be move to the Recycle Bin.

® How to Edit Folders?

(1) On the left menu, click Folders, select Manage tab and click General Folder
Management.

(2) Inthe [Manage Folders] page, you can click the @ icon on the right side of

the folder you want to edit.

Manage Folders

Fe Import (= Archive (X) Delete () Moveto... v Still remaining 499999.17 MB space
| Name | Hide | Unread/Total | Size | New | Edit | Order | Publish
[Root] ~
Inbox 31/41 072MB -'%
Test112 © 0/2 000MB ® @
Sent Mail 0/11 0.04MB * 4

(3) Enter a new name for the folder and then click OK.

® How to Expand Folders?

To expand a folder, click the » icon on the left of the folder. To collapse a folder,
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click the w icon to the left of the folder.

- fanny_shen

Compose

=

v [®]Inbox (31/41)
] Test112(2)

apple

® How to Hide or Display the Folders?
On the [Manage Folders] page, click the %> icon to display or hide the folders.

o fanny_shen Manage Folders
Compose Fe& Import = Archive (X) Delete (3 I
= [ Name | Hide |
[Root]
v [*] Inbox (31/41)
Inbox
M) Test112(2)
Test112 ©
M apple 2
pD >
(O Todo anole
Manage Folders
& fanny_shen g
Compose Fe Import = Archive (X) Delete () Mo
E] ] Name | Hide |
[Root]
v [*]Inbox (31/41) Inbox
Test112(2
O &l Test112 ©
(O Todo
apple

® How to Change the Order of Folders?
You may change the order of the folders based on your preference.
In the [Manage Folders] page, click 1T icon to move the folder forward or

backward.
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Manage Folders

& Import = Archive @ Delete @ Moveto.. = Still remaining 499999.17 MB space
| Name | Hide | Unread /Total Size | Mew | Edit | Order | Publish
[Root] oy

Inbox 41 o72ME B @ ¥
Test112 © 0/2 000MB B @
- Maove Down
apple © 0/0 0O00OMB F @
— - Move to Bottom
Sent Mail 0/11 0.04MB = (2
—~ Move to._.
Draft 2/3 000MB F Cancel
Recycle Bin [Empty] 4/4 006MB #
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4.4 How to Change the Number of Mails per Page?

(1) On the left menu, click Preferences, expand Personalization and select

Configuration.
& fanny_shen Configuration
Compose
Folders Mok
Contacts
Pane Mode e
My Drive
Info Center
Horizontal Split Vertical Split Full Page
Preferences
» I Privacy Default Reading View HTML v
%W liz:
v X Personalization Block External Images Block All ¥
« Profile
¥ Block Inline Images
«_Shortcuts Block Unread Mails Only
« Themes I Mail And Attachments List Number of Mails Per Page:| 50 ¥ | Mail(s)
« Signature Display after Delete After Delete | Next v

(2) Inthe [Configuration] page, click the Mail tab. In the Mail And Attachments
List section, select the number of mails you prefer to display per page.
(3) Click OK to finish.
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4.5 How to Archive and Export Mails?

The Archive function allows you to archive and export the mails of a designated
folder. At first, the system converts the mails to a format that could be adopted
by most of mail software. Then, the mails are compressed into one single file to
make sure you can download easily.

(1) On the left menu, click Folders, select Manage tab and click General Folder
Management.

(2) Inthe [Manage Folders] page, check the folder which you intend to archive
and export and click Archive.

Manage Folders

Fe Import | /) Archive [X) Delete (3) Moveto.. v

\ Name Hide Unread / Total [

[Root

¥ Inbox 31/41
Test112 © 0/2
apple L 0] 0/0

(3) Inthe [Archive] page, verify the archive information, choose the download

file format, and set the archive options.

Notes
If the length of path of the archive folders is over 255 Bytes, the folders will
be renamed. For example, it will be “mbox_1", “wm7_2"” and so on. The
archive function won’t be affected.
® File format
B Microsoft Outlook Express 4 (*.idx, *.mbx)
B Windows Live Mail / Windows Mail 7 (*.eml)
B UNIX MBOX (Berkeley UNIX Mailbox)
If you want to import the file back to the Mail2000 system, please
choose this format.
® Archive Options
B All Mails
B Non-archived Mails
B Specify day range (Mails before certain date)
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(4)

(5)

Click OK to begin archiving and exporting. In the File Download window,
save the file to a temporary directory (e.g. ...\Desktop\test). Using any unzip
software such as Winzip to decompress file and extract the "Mail" folder to
the temporary directory (e.g. ...\Desktop\test\Mail).

Using the Import function of MS Outlook Express 5. When selecting the
location of the mails select the created temporary directory as the directory
to be imported.
Example: ...\Desktop\test - Correct

...\Desktop\test\Mail - Incorrect

Qutloak Express Import

Location of Messages

It was determined that vour messages are stored in the following location. If this is
not the correct location or you would like to import from a different location, please
select a new folder,

lC:'l,Documents and Settings\openfind\Desktopitest ’ [ Browse... ]

Browse for Folder [1—|

Select the location of the e-mail messages that vou want to
import.

= % My Computer o
C m 4 3% Floppy (A:) F
[=) g Local Disk {C:)
- =) Documents and Settings
() All Users l—era
: {2) Cookies
— i o =-{) Deskkop
|2 images
=5 5
) Mail
#-5¢ Favorites
-7 M Dacnments ¥ jaccount...

[ OK Q[ Cancel ]

ntacts ¥
.h(' Srvia

(6) As the archived and exported mails are successfully imported to Outlook

Express, you will find the new folder in the folders list.
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Folders

Iﬁl Dutlook Express

5@ Local Folders
i3 Inbox (1
@ Outbo Import Complete
'@ Sent Ikems
o fH Deleted Itd
B} [y

é

Outlook Express Import

Congratulations!

our data from Microzoft Outlook Express 4' waz successfully imported into Outlo
Eupressz.
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4.6 How to Import Mails?

Import allows you to import mails from other mail systems. These imported
mails can be accessed as general mails received in your system account. The
Import function of Mail2000 supports UNIX Berkeley Mailbox format, which is a
common standard for various mail systems. The following example demonstrates
import mails from Account A to Account B in Mail2000.

(1) On the left menu, click Folders, select Manage tab and click General Folder
Management. On the [Manage Folders] page, select the folder which you
intend to archive and export and click Archive.

Manage Folders

Fe Import] = Archive [X) Delete () Moveto... v

| Name Hide
[Root]
Inbox
Mail2000 ©
openfind ©

(2) Inthe [Archive] page, choose UNIX Berkeley Mailbox as the download file

format. After download the file, use any unzip software to decompress file.
(3) Login Account B. On the left menu, click Folders, select Manage tab and

click General Folder Management. On the [Manage Folders] page, select the

folder which you intend to import mails and click Import.
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userd Manage Folders

Compose & Import | /= Archive (X) Delete () Moveto... v

- @} | Name | Hide |

[Root]
-ﬁ- General Folder Managemer]
L¥ Virtual Folder Management mbox
£} Scheduled Mails Senthlal
£¥ Cloud Att. Status Draft
L* Delivery Status Recycle Bin [Empty]
l Spam [Empty]
J Total

(4) Inthe [Import] page, choose the file you decompressed earlier.

Import

Import mails m UNTX MBOX format (Berkeley UNIX Malbox) to folder Test112.

Select File: Choose File | Mo file chozen

* hammum file zize : 1024MEB

* Prevent to upload oversize file(s), or the browser nught be tamecut.

Ok Cancel

(5) Click OK to begin import.
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4.7 How to Add Tags to Mails?

® How to Add Tags to Mails?
(1) In the mail content, click the Add/Edit Tag button next to the mail subject.

[EFrom: fanny_shen <fanny_shen@mz2ktrial.openfind.com.tw> @
Subject:testing mail
Date: Thu, 06 Oct 2016 04:05:45

<am e

1t's a testing mail

(2) Inthe [Tag] window, input the tag(s) you intend to add. Or, you may select
from existing tags.

Tag [}

|| Add

Available Tags Selected Tags

OK Cancel

(3) Click OK to add the tag(s).

® How to Edit the Tag ?
(1) When reading the mail, click the Add/Edit Tag button.

[EFrom: fanny_shen <fanny_shen@mz2ktrial.openfind.com.tw> @
Subject:testing mail
Date: Thu, 06 Oct 2016 04:05:45

<am e

1t's a testing mail

(2) Usethe =  and ' = button to add or remove tags, and then click OK.
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Tag ]
|| Add |
Available Tags Selected Tags
=2
‘ OK H Cancel ‘
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4.8 How to Edit Folder Attributes?

(1) Onthe left menu, click Folders. After that, right-click on the folder you
intend to edit.

Compose (¢ Reply (@ Reply All
B test 2000
=] testest

v [*]Inbox (52/74)
[ Test112(2) | >
apple Add
(© Todo Open
» /@ Archived Folder J Edit
SentMail(16) | Publish
[4 Draft (4/5) Folder Archive

(2) Inthe [Edit Folder] page, click the Folder Name tab to rename the folder.

Folder Hame Folder Atiributes

Current Folder Name: Test112
New Folder Iame:"

]34 Cancel

(3) Or, click the Folder Attributes tab to change the folder attributes such as
Check for New Mail, Sort Method, and POP3 Settings.
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Folder Attributes

General Settings
"*f Check for New Mail || Check for New Mail on Mobile DeviceSort Method: | Default v

POP3 Settings
[Status: Default v

OK Cancel

Notes
POP3 Settings allow you to choose whether to include the mails from this folder
when retrieving Mail2000 mails through POP3.
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4.9 How to Publish Folders?

® How to Publish Folders as Blog?
(1) On the left menu, click Folders. Right-click on the folder you intend to
publish and select Publish.

Compose (& Reply (<& Reply All
- test 2000
=
— testest
v [ Inbox (52/74)
M Test112(2)
apple Add
(O Todo Open

» @ Archived Folder | Edit
Sent Mail(16) Publish
[4 Draft (4/5) Folder Archive

(2) Inthe [Publish Folder Settings] page, enter the subject, description, etc.

Publish Folder Settings (Test112)

General Settings Categorizatior Manage Articles Publis

Publish as Blog: Yes ® No Preview
Number of Recent Articles: | Do not display ¥ Setthe number of articles displayed in the "Most Recent” box
Number of Mails Per Page |5 ¥ Set the number of mails displayed per page
Folder Subject: |Test112 Up to 40 characters, too long will change the layout.
Folder Description: | Test112 Up to 160 characters, too long will change the layout.
Article Excerpt: | Show Full Text v Setword limit for article excerpts displayed on main page
R
|
® Global Preview Professional Preview

(3) After that, Click OK.

® How to Create Categories in Published Folder Blog?

(1) On the left menu, click Folders. Right-click on the folder you intend to
publish and select Publish.

(2) Inthe [Publish Folder Settings] page, click the Categorization tab. Enter a
name for the new category and select that you want to enable RSS
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(3)

(4)

(1)

(2)

(3)

subscription or not. Then, click Add.

Categorization
New Category: |Test| Up to 50 characters
Enable RSS Subscription: Yes ® No Create RSS feeds for subscription
Add Back
Category | Rss | Total Articles | Edit | Delete | Up | Down
No Categories

To categorize the articles in the folder, click the Manage Articles tab. Select
the articles you intend to move to certain category. Use the Move to
selection menu to select which category you prefer.

Manage Articles

Article Title | Date Category Edit

No Articles

First Prev [0 ] Next Last

Move to: ¥ OK Show Aricles in

Then, click OK to move the articles.

How to View the Published Folder Information?

On the left menu, click Folders. Right-click on the folder you intend to view
the publish information.

Click the Publish Info tab to obtain the URL and RSS information of the
folder.

Publish Info

Blog Home: hitp:/m2ktrial.openfind.com.twiblog/usert @m2kirial.openfind.com. tw/01/

You may click on the URL to open the blog page in a new window.
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Mail2000

Max » Al Articias

-0 Features Jenny, 2007-10-12 10:41 Category

Mail with Attachment

® Quickly View Published Folder
On the left menu, click Folders. Right-click on the published folder you intend to
view and select View Published Folder.
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4.10 How to Export Mails?

Users can select multiple letters and export as mail format by a Zip file.

(1) Select the mail you want to export.

(2)

Open the More drop-down menu and select Export Mail.

Inbox

Lir|e

(€ Reply (@ Reply All &) Forward ~

Subject
= List of mails to be audited
v List of mails to be audited
v List of mails to be audited
ad for keyboard

w It's a testing mail

(@) Tag v (3 Moveto »

Spam ~ (%) v | View v

More ~ | 20 Mail;s), 1 |/1
Sender Pack Size
adm Export Mail 15K
adm Auto-File 11K
T Add to Contacts 10K

Add to Safe List
zhong_chual 29K

Preferences
fanny_shen(iammy_smer toiwo 7550 1K
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4.11 How to Set Folder Sorting?

Mail2000 provides two sorting methods for mail folders; those are auto sorting

and manual sorting.

Note: It is disabled by default, please contact to your administrator to enable it.

B Auto Sorting

(1) On the left menu, click Preferences/Personalization/Configuration and

select Mail tab. You can click Auto for Folder Sorting function.

- user! Configuration
Compose Mail

Contacts Pane Mode

My Drive

Info Center

Auto-Pi

Default Reading View
» Fp Privacy

Block External Images
v 9¢ Personalization

- Profile |
«_Shortcuts ‘
+ Configuration Mail And Attachments List
» Themes
Display after Delete
« Signature
Auto-Retrieve POP3
« Tags
. LeftMenu Empty Recycle Bin
» & Mail Options New Mail Notification

Horizontal Split Vertical Split Full Page
® Disable -’ Enable
HTML v
Block All v

¥ Block Inline Images
Block Unread Mails Only
Block Unknown Senders Only
Number of Mails Per Page:| 50 ¥ |Mail(s)

After Delete | Next v
Login | Do not retrieve ¥ | POP3 mails on login
Logout| Do not delete mails ¥ |in Recycle Bin on logout

5 Minutes v

> Spam Protection
o Se Folder Sorting

» (@ Account Delegation

® Manual “ Auto

(2) Click Save. And the Mail folders are sorted by folder name.

Manage Folders
P& Import =) Archive (X) Delete (%) Moveto.. v Still remaining 499999.73 MB spac|
| Name Hide Unread / Total | Size | New Edit | Publish
[Root] +
Inbox 12/20 023 MB + <
Mail2000 © 0/1 0.02MB & G
openfind © 0/0 ooomMB & &
11 © 0/0 000MB * &
444 hod 0/0 000MB & G
| 555 © 0/0 000MB & &

B Manual Sorting

You can move folders when you need.
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Manage Folders

F& Import =) Archive ® Delete @ Move to... = Still remaining 499999.73 ME spac
| Name | Hide |  Unread/Total Size Mew | Edit | Order | Publish
[Roof]
Inbox 12/20 023 MB ¥
Mail2000 Lod 0/1 0.02 MB ik
openfind hog 0/0 0.00 MB ¥
111 hog 0/0 000MB (H @
555 © 0/0  ooome B 0@ Move Down
= Move to Bottom
444 hod 0/0 0.00 MB Moo to
Sent Mail 0/8 0.01MB

Cancel
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5. Spam Protection

To block spam, Mail2000 not only provides Spam Auto Detection to scan the
contents of all incoming mails, but the system also features the Spam Filter
Mechanism to filter mails based on user-defined rules. This mechanism includes
functions such as Safe Senders List, Safe Recipients List, and Block Addresses
List.

This chapter explains:

How to Report Spam?

How to Add Block Addresses?
How to Add Safe Senders?
How to Add Safe Recipients?

How to Set Spam Protection Level?

How to Block External Images?
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5.1 How to Report Spam?

(1) Inthe mail list, select mails you intend to report as spam. After that, open
the Spam drop-down menu and select Report Spam.

Inbox

(6 Reply @ ReplyAll ) Forward v | (@ Tag v (¥ Moveto v |Spam v | (®) v | View~ More v | 20 Mails), 1 |/1H

M@ () Subject Report Spam Date Size|
v List of mails to be audited Add to Block List k=) 10/06 16:41 15K

List of mails to be audited adm(—& =) 10/06 16:38 MK

List of mails to be audited adm(—& =) 10/06 13:45 10K

(2) Inthe confirm window that appears, click OK.

(3) The selected spam mails will bounced to the system administrator and

moved to Recycle Bin.
Notes

The bounced spam mails will retain their original format and content to help the
system administrator trace the source of spam and find ways to block them.
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5.2 How to Add Block Addresses?

(1) Inthe mail list, select mails you intend to report as spam and open the Spam
drop-down menu and select Add to Block List.

Inbox
©Reply @ ReplyAll O)Forward v | (@Tag v (9 Moveto~ | Spam v |(®) v | View~ More v | 20 Mails), 1 /1H
VP |@ | | Subject Report Spa _Date [ Size
v List of mails to be audited =) 10/06 16:41 15K
List of mails to be audited adm(—&=) 10/06 16:38 1K
List of mails to be audited adm(—&=) 10/06 13:45 10K

(2) Inthe [Add Block Addresses] page, all IP, Hostname or Email Addresses of
the selected mails are displayed. Select those entries you intend to block

and click OK.

Notes
Adding an IP will block all mails sent or forwarded from the address. Please

make sure you do not want to receive mails from this IP address anymore.

Add Block Addresses

Note: Adding an IP will block all mails sent from or forwarded from the address.
Please make sure you do not want to receive mails from this IP address.

Select Item IP/Hostname/Email Address
1 ~ n2ktrial.openfind.com.tw
2 203.69.82.114
Select All
OK Cancel

Notes
Wildcard is supported in Block Addresses List. To block a domain instead of an

email address, you may use any of the following:
*@aaa.com

*aaa.com

*@*.aaa.com

109



5.3 How to Add Mail Sender to Safe List?

To prevent mails from friends being filtered as spam, you may add known senders
to Contacts. However, for valid mails from non-Contacts (e.g. newsletters), how
do you make sure that they reach your Inbox?

Mail2000 supports the Safe Senders List, which allows you to set non-Contacts
senders as Safe Senders. When a valid mail is mistakenly filtered as spam, you
may add the sender to Contacts if s/he is a friend; or, add the sender to Safe
Senders List if it is a known address. Then, mails from this sender will no longer
be regarded as spam.

(1) Inthe mail content, open the Show Other Tools drop-down menu in the
upper right corner and select Add to Safe List.

fanny_shen
: : - , m
From <fanny_shen@m?2ktrial.openfind.com.tw> {+] O —
Subject:It's a testing mail Save Mail As

Date: Thu, 06 Oct2016 13:34:45 Nz )
Display Mail Header

I ntestmg mall View Original Mail
Add to Contacts
Add to Safe List

Print

Return Receipt

Preferences

Open in New Window

(2) Inthe [Add Safe Senders] page, all IP, Hostname or Email Addresses of the

selected mails are displayed. Select those entries you regard as safe.

Add Safe Senders

Select ltem IP, Hostname or Email Address.
1 fanny_shen@m2ktrial.openfind.com.tw
Select All
0K Cancel
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5.4 How to Add Safe Recipients?

There exist mails that are intended for you, yet the recipient field (To/Cc/Bcc)
does not contain your email address. These mails include mails auto-forwarded
from other accounts, newsletters, mailing list mails and other bulk mails. Because
of the unidentifiable recipient address, these mails are likely to be filtered as
spam by the system.

For example, assume that you have a primary account
primary@Mail2000.com.ng and that you have enabled mail forwarding from a
secondary account secondary@Mail2000.com.ng. Possibly, you log into the
primary@Mail2000.com.ng account and do not receive the forwarded mails from
secondary@Mail2000.com.ng. It is because the originally intended recipient of
those mails, secondary@Mail2000.com.ng, cannot be recognized by the
primary@Mail2000.com.ng system.

Thus, to ensure receiving the messages, it is recommended to add the recipient
email address, secondary@Mail2000.com.ng, to Safe Recipients List.

(1) On the left menu, click Preferences, expand Spam Protection, and select
Safe Recipients.

o userl Safe Recipients
Compose
Mail2000 enables you to allow mails sent to specified email addresses so that your mailing
Folders list mails and relayed mails will not be filtered as spam.
To allow mails specified to designated email addresses, simply add the addresses to the list
Contacts below.
My Drive Example: Add john* to allow all user accounts prefixed john.
Info Center Email Address Edit | Delete Reasons
» FP Privacy
» 93¢ Personalization Add

» & Mail Options

v © Spam Protection
» Block Addresses
= Safe Recipients

= Protection Level

(2) Inthe [Safe Recipients] page, click Add.
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- userl Safe Recipients

Compose ) ) ) , -
Mail2000 enables you to allow mails sent to specified email addresses so that your mailing
Folders list mails and relayed mails will not be filtered as spam.
To allow mails specified to designated email addresses, simply add the addresses to the list
Contacts below.
My Drive Example: Add john* to allow all user accounts prefixed john.
info/Centor Email Address | Edit | Delete | Reasons
» [P Privacy
» ¢ Personalization Add

» & Mail Options |

v @ Spam Protection
+ Block Addresses J
+ Safe Senders

« Safe Recipients

« Protection Level

(3) Enter the recipient email address, briefly describe the reason to allow the
recipient and then click OK.

Add/Edit Safe Recipient Address

Please enter the emal address you wish to allow and then chek: OK.

Example: Add john* to allow all user accounts prefixed john.

Email Address{user@mal2000.com.tw

Reazons to Allow {POP3

0K Back

Notes
1. To edit a safe recipient, click the Edit button.

2. To delete a safe recipient, click the Delete button.
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5.5 How to Set Spam Protection Level?

Spam Protection Level defines the level of your spam filtering settings. Instead of
creating filter rules manually, you can apply a set of pre-defined filter rules by
selecting from the four levels provided: Disabled, Low, Medium and High.

(1) On the left menu, click Preferences, expand Spam Protection, and select

Protection Level.

- usert Spam Protection Level
Compose
This function can only be basic spam filtering, if you have an advanced spam blocking
Folders needs, we recommend that you useQpenfind MailGates Mail Protection System
Contacts
Put spam directly into Recycle Bin
My Drive
® Disabled Do notfilter spam
Info Center

Low Filter obvious spam and put them

Only allow mails from Personal
» Fp Privacy i Contacts and Safe
o Senders/Recipients List and mails
specified to this account
» & Mail Options Only allow mails from Personal
High Contacts and Safe
Senders/Recipients List

» ¢ Personalization

v © Spam Protection
« Block Addresses
= Safe Senders

OK
« Safe Recipients

I = Protection Level I

» (@ Account Delegation

(2) Inthe [Spam Protection Level] page, select any of the four protection levels

provided:

Protection level Description

Disabled Do not filter spam.

Low Filter obvious spam only.

Medium Only allow mails from Contacts and Safe
Senders/Recipient List and mails specified to this
account.

High Only allow mails from Contacts and Safe
Senders/Recipient List.

(3) Click OK to finish.

Tip: Spam Keyword
113



In addition to Block Addresses List, Safe Senders/Recipients List and Spam
Protection Level, you may specify keywords commonly used in spam to filter
spam mails. For instance, you can set to automatically delete those mails that
contain the word "Free" or the phrase "Earn Million per Month." For further

information, please refer to Mail Filters.
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5.6 How to Block External Images?

Image files in HTML-formatted mails may be accompanied by suspicious links,
leading to virus attacks or Web beacons. Thus, it is significant in spam-fighting to

prevent your mail system from automatically downloading image files.

To protect your Inbox from malicious assaults and unwanted graphics, Mail2000
allows you to block external images, helping you to maintain a clean and secure

Inbox.

(1) Onthe left menu, click Preferences, expand Personalization, and select
Configuration.

(2) Inthe [Configuration] page, click the Mail tab. Locate the Block External
Images drop-down menu and select from the following block types

- usert Configuration
Compose
Folders -
Contacts
Pane Mode
My Drive
Info Center
Horizontal Split Vertical Split Full Page
Auto-Preview ®' Disable Enable
» [ Privacy Default Reading View HTML v
¥ X Persunalzaton Block External Images Block All v
= Profile
¢ Block Inline Images
- _Shorteuts Block Unread Mails Only
Block Unknown Senders Only
- Themes Mail And Attachments List Number of Mails Per Page:| 50 ¥ |Mail(s)
Action Description
Block All Block external images in all mails.
Only Block in Spam Block external images in mails filtered as spam.
Do not Block Do not block external images.

Tip: Flexibly Apply Block

The Block Unread Mails Only and Block Unknown Senders Only options give you
the flexibility in applying the block. By checking the boxes, you can view the
images in the read mails and mails from Contacts. Meanwhile, the images of all

other incoming mails are still blocked.
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6. Manage Contacts

Contacts is an address book to keep your friends' contact information. The
information includes email address, Skype, personal web URL, telephone number

and permanent address and can be accessed at all times.

This chapter explains:
® How to Manage Contacts?
How to Use Contacts?
How to Add/Edit/Delete Contacts?
How to Add/Edit/Delete Directories?
How to Add/Edit/Delete Groups?
How to Import Contacts?
How to Export Contacts?
How to Move Contacts List?
How to Search Contacts?
How to Use Virtual Directories to Quickly Locate Contacts?
How to Add Multiple Contacts?
How to Show Line Numbers in Contacts?
How to Use the List All Function?

How to Sync Contacts to Mobile Device?
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6.1 How to Manage Contacts?

As the contacts are organized in tree structure, the information can be easily
accessed and updated. In addition, Mail2000 Contacts features various functions
such as Contacts Directory, Group Contacts, Batch Delivery and Virtual Directory
to further enhance the management. Another significant feature is that Mail2000
allows the import of contacts from Outlook or Outlook Express.

These features will be discussed in the following sections.

There are three types of data in Contacts:

(1) Contact: Contains personal information of an individual or an institution.
(2) Directory: Contains categorized contacts. For example, you may categorize
your co-workers into the "Colleague" folder and your friends into the
"Friend" folder. Utilize directory to manage your contacts for later browsing

and searching.

(3) Group: Contains those cross-directory contacts to whom you frequently
deliver mails. For example, assume you frequently forward jokes to 3
co-workers and 5 friends. This can be troublesome as the recipients belong
to different directories. However, by creating a group named "Jokes" to
include these 8 recipients, mails can be sent to them with ease.
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6.2 How to Use Contacts?

® How to Add Contacts to the To Recipient Field?
There are two ways to add contacts to the recipient field:

(1) On the left menu, click Contacts and then select Contacts.

&  King ¥ | Contacts ¥ Directory Details (/ Top )
Compose (#) New - | More = Q,
Folders v | Type |Nickname Last Name
Contacts | O & pro

. .
- online
& My Contacts
- service
fa] Contacts & sales
=] Al .
@ mma

k {&]Virtual Directory

In the [Contacts] page, select the contact(s) to whom you intend to send

mail. Then, click Compose.

Contacts ¥ Directory Details (/ Top )
(=) Compose ~ || (#) New + (%) Delete (@) Tag &3 Moveto ~ | More = [

L Type Mickname Last Mame First Mame

-
b

pro

%
b

online

service

sales

mma

The system will direct you to the [Compose] page, in which the selected

contact(s) are added as recipient(s). You may start composing the mail.

(2) Inthe composing page, you can enter the recipient's email address directly.
If the recipient’s address has already exist in the Contacts, the
auto-complete function will display the full address according on those

characters you typed.
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Sender  userl@m2ktrial. openfind. com.tw

o |y

Cc T "user2" <user2@m2ktrial openfind. com. tw:
"user3” <userd@m2ktrial. openfind. com.tw>=

"users” <users@m2ktrial. openfind. com. tw>
Subject e P

L "userb" <user6@m2ktrial openfind. com_twe

[IET I IR t=T0T MEYUcol Rcdu NELSipLl = gafc aclil WUy Uoiively oldlda =

M Attachment ~ [¥] Scheduled Mails g Encryption =

® How to Add Contacts to Different Recipient Fields (To/Cc/Bcc)?
(1) On the left menu, click Contacts and then select Contacts.

(2) Inthe [Contacts] page, select the contact(s) to whom you intend to send
mail. Then, open the Compose drop-down menu and select the appropriate
recipient type (To/Cc/Bcc) for the contacts.

Contacts Directory Details (/ Top ) Contacts Directory Details (/ Top )
(&) Compose v | @) New v (X)Delete | (@) Tag (& Compose v | @) New v (X)Delete | (@) Tag
Add to To ame t Address Addto To ame t Address
Add to Cc 2266 Add to Cc 2266
Add to Bec 6 Add to Bec 6
Compose List 6 Compose List 6
v &  user v &  user
v e user3 v & user3

(3) The [Compose List] window will appear for you to verify that the added
contacts are listed in the appropriate recipient fields.

Click "Compose” to begin composing the mail.
XDelete All

Cc:

%) o= user2

(%) am user3

(4) When you are finished adding contacts, click Compose to start composing
the mail.

Notes
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To remove a contact from the Compose List, click the delete button on the left
side of the contact’s name * & user2.

® How to Use Contacts When Composing?
When composing, you may select recipient from Contacts so you do not have to

manually enter email addresses.

(1) On the left menu, click Compose to go to the [Compose] page.

- fanny_shen
Sender fanny_shen@ma2ktrial.openfind.com.tw
To
_ Ce
@ Bec | Exclude | Match
v [®Inbox (30/35) Sublect
M Test112(2) Important || Request Read Receipt ¥
(© Todo ) Atachment ~ [¥] Scheduled Mails g Encryption
» @ Archived Folder
F) Sent Mail(5) HTML Editor vie T A T B |
[ Draft (1/1) l ;{“ »

(2) Inthe composing page, you can enter the recipient's email address directly.
If the recipient’s address has already existed in the Contacts, the
auto-complete function will display the full address according on those
characters you typed. There are two kinds of comparison method about
auto-complete function which can be set by administrator.

® Prefix-match auto-complete

Sender  userl@m2ktrial openfind. com_tw

To ul

ce | T "user2” <userZ@mZkirial openfind. com.tw>

"userd” <user3@m2ktrial openfind.com tw:=

® Partial-match auto-complete

To | adm@m2pmv7.openfind.com.tw ¥

Ccg p

T "Emma" <emma@) a find.com tw»

Subject
L "Eva” ﬂevaﬁnd.com.twr
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(3) Click the To, Cc, or Bcc button and the Contacts will be in a new window. In
Contacts, select the contacts you intend to add as recipients.

Sender  user1@mZ2ktrial.openfind.com.tw

. |
c |
Message System - Google Chrome
Su
o @® maktrial.openfind.com.tw/cgi-bin/adb2main?command=main{
0 A rmAddress Books Contacts View Directory(/ Top)

_3 5MyContacts @Add To v Tools v Switchto v | Search Cor
‘.,Hl ([} | Type | Nickname Address | _First Nai
=] My Contacts ) e user user2

‘ ) e user3 user3
=] ListAn
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6.3 How to Add/Edit/Delete Contacts?

® How to Add Contacts?

(1) On the left menu, click Contacts and then select Contacts.

(2) To add one single contact, open the New drop-down menu on the toolbar
and select Contact.

Contacts ¥ Directory Details ( / Top )
(=) Compose = |©New - | More « | Q,
v | Type |Directory Last Name _First
[& | Group
fal | | Contact
= Multiple Contacts
f&l  nnline

Enter the information of the new contact and then click OK to add the
contact.

Email

- Home Email v

Phone Number

» Home Number v
Company Mame

Title

More contacts information

Note

“ Save and continue Cancel

(3) To add multiple contacts, open the New drop-down menu on the toolbar
and select Multiple Contacts.
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Contacts ¥ Directory Details (/ Top )

Compose ~ | (%) New |~ | More = | Search Contacts O.,|
| w | Type | Directory M m
O [& | Group
] f& | Contact
o = I Multiple Contacts I
l fal  nnline

(4) Enter the email address and nickname of each contact and then click OK.

Nickname [Andy | Email |andy@cloudmail com |
Nickname [Bob | Email  |bob@cloudmail.com |
Nickname ~[Chris | Email |chris@cloudmail.com |
Nickname |David | Email |David@cloudmail.com |
Nickname | | Email | |
Nickname | | Email | |
Nickname | | Email | |
Nickname | | Email | |
Nickname | | Email | |
Nickname | | Email | |
OK Cancel

Notes
When creating multiple contacts, only the Email Address and Nickname fields are
provided.

® How to Edit Contacts?
(1) On the left menu, click Contacts and then select Contacts.
(2) Select the contact you intend to edit. Then, click Edit on the toolbar.

Contacts Directory Details (/ Top )

(=) Compose v | (@ New v | (@) Edi
‘ )

[ Jw | Type |Nickname

(%) Delete

v & user2

&  user3
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(3) Edit the contact information as needed and then click OK.

® How to Delete Contacts?
(1) On the left menu, click Contacts and then select Contacts.
(2) Select the contact(s) you intend to delete. Then, click the (%) Delete
button on the toolbar.

® Search Contacts

To search contacts, please locate the search box to the right of the toolbar. Enter
the keyword(s) and then click Search.
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6.4 How to Add/Edit/Delete Directories?

Directories can be used to categorize your contacts, enhancing contacts

organization and retrieval.

°
(1)
(2)

(3)

How to Add Directories?
On the left menu, click Contacts and then select Contacts.
On the toolbar, open the New drop-down menu and select Directory.

Contacts Directory Details (/ Top )

(&) Compose v | (#) New vE More ~
|

v | Type [Directory |Address

e | Group

2 ‘ Contact

| Multiple Contacts

&  useré

Enter a name for the new directory and then click OK.

Add Directory [x]

Please enter Directory name
Do not use invalid characters (, " "> < ; \ /).

0K Cancel

Notes

Under directories, you can add/edit sub-directories, groups, or contacts. Its tree

structure makes it easy to manage your contacts, directories and groups.

°
(1)
(2)

How to Edit Directories?
On the left menu, click Contacts and then select Contacts.

To edit the name of a directory, select the directory. Then, click Edit on the
toolbar.
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Contacts ¥ Directory Details (/ Top )
(=) Compose - | (&) New - |(/) Edit |(%) Delete = (=) Tag €%

v | Type |Nickname Last Name
7 f&l  coworker
. .
= onling

» -
a sarvice

Edit the directory name as needed and then click OK.

(3) To edit the data of a directory, click the directory name to first access the
data details.
To add data to the directory (sub-directories, groups, or contacts), use the
New drop-down menu on the toolbar.

(4) To change the order of the data (sub-directories, groups, or contacts), use
the Move to drop-down menus.
To delete the data (sub-directories, groups, or contacts), click the (%) Delete
button.

(5) To move contacts to another directory, first select the contacts. Then, drag
and drop these contacts to the new location on the left menu.

king v | Contacts v Directory Details ( / Top / coworker )
Compose (=) Compose = | (4) New = () Delete | (@) Tag EY) I
Folders v | Type |Nickname Last Mame
Contacts | O L4 = Andy
4 &  Bab
& My Contacts
&  Chris
&= Contacts
&  David
{&] Contacts
2] Al Move to...

v {&] Virtual Directory

® How to Delete Directories?

(1) On the left menu, click Contacts and then select Contacts.

(2) Select the directories you intend to delete. Then, click the ) Delete pytton
on the toolbar.
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6.5

(1)
(2)

(3)

(1)
(2)

(3)

How to Add/Edit/Delete Groups?

How to Add Groups?
On the left menu, click Contacts and then select Contacts.
On the toolbar, open the New drop-down menu and select Group.

- usert Contacts Directory Details (/ Top )
Compose (&) Compose v | (@) New ~ | More v ‘
Folders v | Type |Directory |Ad|

Contacts E =

o | Contact

= My Contacts
- My Multiple Contacts

{&] Contacts

@&  users

Enter a name for the new group and then click OK.

How to Edit Groups?

On the left menu, click Contacts and then select Contacts.

To edit the data of a group, click the group name to access the data details.
To add contacts to the group, open the New drop-down menu on the
toolbar and then select Recipient or Multiple Recipient.

Contacts ¥ Group Details (/ Top / enews )
(=) Compose = (4) New - | Q,
w | Nicknam| Recipient nddress
Amy Multiple Recipients oudmail.com
Bob bob@cloudmail.com
Cindy cindy@cloudmail.com
David David@cloudmail.com

To delete contacts of the group, select the contacts and then click the
(%) Delete pytton on the toolbar.
To send mail to contacts of the group, select the contacts and then click
Compose.
To move contacts to another group, first select the contacts. Then, drag and

drop these contacts to the new location on the left menu.
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king v | Contacts ¥ Group Details (/ Top / enews )

Compose Compose = | () Mew - (X) Delete
Folders [ = |Nickname Email Address
Contacts | I« Amy amy@cloudmail.com
I« Bob bob@cloudmail.com
& My Contacts
Contacts (] Cindy cindy@cloudmail.com
] David David@cloudmail.com

f&] Contacts

=] Al
o]

® How to Delete Groups?

(1) On the left menu, click Contacts and then select Contacts.

(2) Select the group(s) you intend to delete and then click the () Delete
button.

® |ocate Contacts

To find out the directory in which a contact is located, use the search box to the
right of the toolbar. Enter the keyword(s) and then click Search.
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6.6 How to Import Contacts?

® Outlook Users
(1) Start Microsoft Outlook. Open the File(T) menu and select Export/Import.
(2) Select Export to a File and then click Next.

F =

Import and Export Wizard

Choose an action bo- perform:

! otk Fo.a File

[ Import & YCARD File {wef)
{ Import an iCalendar or vCalendar file (ves)
{ Impoart From another prograrm or file
|Im|:u3rt Inkernet Mail ccount Settings

| Import Internet Mail and Addresses

Description

Export Qutlook information ko a File For:use in akther
prograns,

< Bach Mewxk = Cancel J

(3) Select Comma Separated Values (Windows) as the file type and then click
Next.

r

Export to a File

Create a file of bype:

| Comma Separated Yalues (DOS
lComma Sepatated Values £ \Windows) |
{ Microsoft Access

| Microsoft Excel

!Persu:unal Folder File {.psk)

| Tab Separated Yalues (DOS)

| Tab Separated Values (Windows)

| <Back || MEXt'}D\‘J[ Cancel |

(4) Select the folder from which you intend to export. Then, click Next.
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-
Export to a File

Select folder to export from:

= E5F Personal Folders

- 4] Calendar

8] Contacts

- (5) Deleted Items

-] Drafts

S

- &4 Journal

-4 Junk E-mail
| Notes

-3 Outbox

; l_@ Sent Items

|7 Tasks

[ < Back ]Lﬂext >.|>J [ Cancel ]

(5) Save the export file.

v|@ @@ X [ [ oo

L\b ;@jw Pictures

L Save as type: iComma Separated Values (Windows) v

G e repport dIl_x )
[

® Outlook Express Users
(1) Start Microsoft Outlook Express. Open the File(T) menu and select Export.
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Then, select Address Book.

¥4 Outlook Express

8 Edit  View Tools Message Help
New >

R o

Folder ’
Import »
R3Gs o
) X | Messages.., \
ail
Switch Identity...
Identities »
8 There

‘Work Offline

+ ¥ @ Creat
Exit

(2) Select Text File (Comma Separated Values) as the file type and then click
Export button.

r

Address Book Export Tool

Select the program of file type you want to expart your address book ta, and
then click the Export button, '

Microzoft Exchange Perzonal Address Book:
Teat File [Eomma Separated Y alues]

Export

(3) Enter a name for the export file and then click Next.

(4) Select the fields you intend to export. Then, click Finish.
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CSV Export

‘Select the fields you wish to export:

W First Kame

[ Last Mame |
[ Middie Mame o
M amne

[ Hickname -
E-mail Address

Hame Streeat

Huome City

Horme Postal Code

Home State

Home Country/Region

| [ P .

< Back l Finizh g Cancel l

|

® How to Import the Export File of Outlook/Outlook Express Contacts?

(1) On the left menu, click Contacts and then select Contacts.

(2) On the toolbar, open the Moare drop-down menu and then select Import
Contacts.

Contacts Directory Details (/ Top )

(=) Compose v (#) New v | More v

v | Type |Nickname |Export Contacts
& user Import Contacts
& user3 Search MOICA Public Cert
s
-  users Statistics
@&  userb

(3) Select the format of the import file.
(4) Select the contacts file.
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Import Contacts

ﬂ Select the Contacts file to be uploaded:
| Choose File | Nofile chosen

© Select the format of the Contacts file to be uploaded:

® Mailz000 VT WCF

Mail2000
Mail2000 Vé CSV

Microsoft Outlook 2013 2010 2007 2003

Windows Live Mail C3V

Microsoft Windows
Outleok Express 6 CSV

Apple Address Book Address Book Contacts VCF

Mozilla Thunderbird Thunderbird CSV

© Import Configuration:
Clear all data before upload
Yes '® No
When the imperted contacts is duplicate:
= Replace contacts with the same nickname
Allow to add duplicate contacts
Mot allow te add duplicate contacts

Import Cancel

(5) Click Import. The system will list all contacts stores in the CSV file; check
those contacts you intend to import.
(6) Complete importing Outlook/Outlook Express contacts.
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6.7 How to Export Contacts?

® How to Export Contacts?
(1) On the left menu, click Contacts and then select Contacts.
(2) Open the Tools drop-down menu and then select Export Contacts.

Contacts Directory Details (/ Top )
(&) Compose » (#)New v | More v
v | Type |Nickname [Export Contacts I
&  user2 Import Contacts
& user3 Search MOICA Public Cert
& user5 Statistics
& userb

(3) Select the type of the export file and then click Export Contacts.

My Contacts - Export Contacts

Select the format in which to download the Contacts ™ My Contacts ™

Mail2000 = Mail2000 V7 VCF

(=
=
=
)
I
=
=
=
(=
=
=
=
=)
=
=
o)

Microsoft Outlook

Microsoft Windows Windows Live Mail CSW
Mac OS5 X Mac OS5 X Mail LDIF
Apple Address Book Address Book Contacts VCF
Mozilla Thunderbird Thunderbird CSW

Export Cancel

(4) Inthe File Download window, click Save.

® How to Import the Exported Contacts to Outlook Express?
(1) Start Microsoft Outlook Express. Open the File(T) menu and select Import.
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Then, select Other Address Book.

Edit View Tools Message Help
New 4

Folder >
Adress Bock...

Export 4 Other Address :

| Messages... k

Mail Account Settings...
Switch Identity. .. News Account Settings...
Identities >
& There is 1 un

Work Offline
Exit and Loa OFF 1dent @Createa_rL
Exit

(2) Select Text File (Comma Separated Values) as the file type and then click
Import button.

Address Book Import Tool

Select the program or file type you want to import address ook information fram,
and then click. the Import buttkon:

Eudora Pro or Light Address Book [through +3.0) Imiport
LDIF - LDAP Data Interchange Format

Microzaft Exchange Personal &ddress Boak, Dﬁsa |
Microsaft Internet Mail for Windows 3.7 Addresz Book,

Metzcape Address Book [v2 or v3]
Metzcape Communicaton Address Book, [+4
Teut File |Comma Separated Y alles)

(3) Inthe CSV Import window, click Browse to select the import file and then
click Next.
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e

CSY Import

Choose a file toimport;

IE:\DDcuments and Settingz openfindsC Browse .. I

Cancel !

Bac ] Mext E I

(4) Check the fields you intend to import. Then, click Finish.

C5V Import E]

Map the figlds pou wish bo import:

Text Field | Address Book Field &
First Mame First Warma =
Last Hame Last Mame =
tiddle Mame fiddle Mame,

Mame M ame
Mickname Mickname
E-mail &ddress E-mail &ddress
Hiome Street Hiome Stest
Home City Harme City w
i- 1ifl | !
Change Map_piﬁg_.... I
<Back [ Finish E| Cancel |

® How to Import the Exported Contacts to Outlook?
(1) Start Microsoft Outlook. Open the File(T) menu and select Export/Import.
(2) Select Import from another program or file and then click Next.
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(3)

(4)

r

Import and Export Wizard

Choose an action to perform:

Export to a file

Import a YCARD file {.vcf)

Import an iCalendar or vCalendar file {,vcs
Impark from anothéer proaram or file
Import Internet Mail Account Settings
Import Internet Mail and Addresses

Bescription

Import data from other programs or files, including
ACT!, Lotus Organizer, Personal Folders {,PST),
Schedule+, database files, text files, and others.

cgack |{ uext>§)[ Cancel

In the Import a File dialog box, select Comma Separated Values (Windows)

as the file type and then click Next.

Import a File

i Select file type to import from:

ACT! 3.%, 4.x, 2000 Contact Manager for Windows A
Comma Separated Yalues {(DOS i

Comma Separated Values {Windows] -
Lotus Organizer 4.x

Lotus Organizer 5.x —
Microsoft Access

Microsoft Excel

Personal &ddress Book b

I < Back " Next >L\\! J Cancel I

Enter the path and name of the import file or click Browse to select the

import file. Then, click Next.
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-

Import a File

File toimport:

[ Ci\Documents and Settirigs\,openfind\De} [Browse ]

Options

() Replace duplicates with items imported
(%) Allow duplicates to be created

) Do not import duplicate items

[ < Back ][, Next-= N [ Cancel ]
A

(5) Select the destination folder to import the contacts and then click Next.

3

Import a File

Select destination folder:

= S5t Personal Folders
4 Calendar
O] Contacts |
(4] Deleted Ttems
I Drafts
Inbox
&3 Journal
73 Junk E-mail
L] Motes
(5] Outbox
@ Sent Items
| Tasks

[ <Back || mexts Dé[ Cancel |

(6) Click Finish to complete importing contacts to Outlook.
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r

Import a File

The Following actions wil-be performed:

Fl Trnpott "oe =" inka Folder: Coptacts

This may take a Few minutes and cannot be canceled,

[Map Custom Fields ... ]

[Change Destination .. ]

| <Bak || Finish QJ | concel |
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6.8 How to Move Contacts List?
It’s easily move your contacts, directories or groups to the specified position.

® How to Move Contacts List?

(1) On the left menu, click Contacts and then select Contacts.

(2) Select the contacts, directories, or groups you intend to move.

(3) To move the selected entries up, open the Move to drop-down menu on the
toolbar. Then, select your desired move-up option from the menu.

Contacts Directory Details ( / Top )
(&) Compose v | @) New v () Edit (X)Delete | (@) Tag | €3 Moveto v | More v

v | Type | Nickname Address Move to Top
@  user2 Move Up 1 Pos.
v -  users Move Up 10 Pos.
) Move Down 1 Pos
@ user5
= Move Down 10 Pos.
=  userb

= sl Move to Bottom

Move to...

To move the selected entries down, open the Move to drop-down menu on

the toolbar. Then, select your desired move-down option from the menu.

Contacts Directory Details ( / Top )
(&) Compose v | () New ~ () Edit (X)Delete (@) Tag | €3 Moveto ~  More v

v | Type | Nickname Address Move to Top
&  user2 Move Up 1 Pos
7 -  user3 Move Up 10 Pos.
Maove Down 1 Poe
@  users

Move Down 10 Pos

userd

e sl Move to Bottom

Move to

® How to Move Contacts/Directories to Desired Directory/Group?

(1) On the left menu, click Contacts and then select Contacts.

(2) Select the contacts or directories you intend to move.

(3) Drag and drop the selected entries to your desired directory or group on the

left menu.
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‘ useri

Compose

Folders

& My Contacts

{=] Contacts
=] All
v {&] Virtual Directory
v {Z] By Frequency
f=] Contacted Jodav
=] Frequent
{=] Contacted This Month

Contacts Directory Details (/ Top )

i

(&) Compose ~
v Type
vl -
v -
2
) &
°
-

#) New v (X) Delete

Nickname

user2
user3

users

user6

Ad
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6.9 How to Search Contacts?

- Quick Search
You can easily do Quick Search in Contacts. Enter keyword(s) to perform search,
and the system will find the contact information with efficiency and accuracy.

On the left menu, click Contacts and then select Contacts.

(1)

(2) Enter keyword(s) in the search box to the right of the toolbar. Then, click the

“. button.

Contacts Directory Details ( / Top )

(&) Compose ~ (%) New ~ | More ¥
v | Type |Nickname Address First Narr
@  user2 user2
e userd user3
= userd users

(3) The system will search Contacts and list all contacts matching the
keyword(s). You may use the search results to send a mail or edit/delete

contact information as needed.

Contacts Search Results(Total is 4 )
() Compose ~ More = Q,
v Type | Location Nickname Address First Mam
- user2 userz
- user3 user3
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6.10 How to Use Virtual Directories to Quickly Locate Contacts?

Another way to manage your contacts is Virtual Directory. Upon system
installation, system creates virtual directories that automatically categorize your
contacts by Frequency and Alphabet. Utilize Virtual Directory to quickly browse
and locate your contacts.

Example: To search the contact "Claire," you may use the By Alphabet virtual
directory to list all contacts beginning with the letter "C."

- By Frequency
(1) On the left menu, click Contacts, expand Virtual Directory, and then click By
Frequency.
Contacts | &

&= My Contacts

{=] Contacts
=] Al
v {Z] Virtual Directory
I » By Frequency I
» {Z]By Alphabet
gam TEST1
gem TEST2
gem TEST3

Under By Frequency, you may select Contacted Today, Frequent Contacts,
Contacted This Month, or No Contact in 3 Months to quickly browse
contacts.

- By Alphabet

(1) On the left menu, click Contacts, expand Virtual Directory, and then select
By Alphabet. Under By Alphabet, you may select any of the listed alphabets

to quickly browse contacts.
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6.11 How to Add Multiple Contacts?

In addition to creating one single contact at a time, you can simultaneously

create multiple contacts.

(1) On the left menu, click Contacts and then select Contacts.
(2) To add multiple contacts, open the New drop-down menu on the toolbar
and select Multiple Contacts.

- user! Contacts Directory Details (/ Top )
Compose (=) Compose ~ | (@) New ~ | More ~ l
Folders v | Tvpe |Directory |Ad
Contacts | o & | Group

= | Contact
= My Contacts
) o Multiple Contacts
-
{=] Contacts F

(3) Enter the email address and nickname of each contact and then click OK.

Mickname |Andy Email andy @cloudmail.com
Nickname |Bob Email bob@cloudmail.com
Nickname |Chris Email chris@cloudmail.com
Nickname | David Email  |David@cloudmail.com
Nickname Email

Nickname Email

Nickname Email

Nickname Email

Nickname Email

Nickname Email

OK Cancel

Notes
When creating multiple contacts, only the Email Address and Nickname fields are
provided.
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6.12 How to Show Line Numbers in Contacts?

In Contacts Directory Details, you may set to display line numbers to the left of
each row. By showing the line numbers, you can keep track of the
contacts/directories/groups on the page. Further, you can precisely specify the
position of a certain contact/directory/group when you wish to change its order.

(1) On the left menu, click Contacts and then select Contacts.
(2) Clickthe % button.
Contacts Directory Details (/ Top )
(&) Compose ~ @ New ~  More v ‘ Q 1 |/1Page(Total 11 records)
v | Type | Nickname Address First Name Department Company Name | Tel

- user2 user2
e user3 user3
& users users

(3) Select No. to show line number and click OK to save the settings.

Contacts Fields Settings X
Field Preview
No Address First Na... Depart... Company Phone ...
Field Item Details
[« No. | ¥ Nickname Last Name
¥ First Name Email ¥ Phone Number
Title ¥/ Company ¥/ Department
Occupation Gender Birth Date
¥ Address Intemet Site IM
Note
Default List Sort
Default v
OK Cancel

(4) The setting will be applied on your next access to Contacts.
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Contacts Directory Details (/ Top )

(=) Compose ~ (#) New v | More ~

v

Type | Nickname Address
&  user2
@  user3
e users
- userg

First Name

user2
user3
users

useré
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6.13 How to Use the List All Function?

The List All function displays all contacts, directories, and groups in Contacts. Use
this function to view all contacts, directories, and groups.

(1) On the left menu, click Contacts and then select List All.

Contacts ‘ ol
&= My Contacts

f=] Contacts
=] Al

v {EVirSLEI Directory
» {=]By Frequency
» {=]By Alphabet
f TEST1
£ TEST2
e TEST3

(2) The system will list all contacts, directories, and groups in Contacts.

Contacts ¥ Search Results(Total is 16)
(&) Compose - More ~ Q,
v | Type |Location Nickname Last Name First Mame Email

= ! marcomm marcommg@open.com
- enews11 enews11@mail.com
= ! marcomm marcomm marcommig.com
-/ enews
= fcowaorler Andy
= Icoworker Eob
= Icoworker Chris
= Icoworker David

Notes

When your contacts list grows too big, for efficiency, it is recommended to use
Virtual Directory to locate and to search contacts

147



6.14 How to Sync Contacts to Mobile Device?

Nowadays, people use mobile device at work or in the personal life. Sometimes
we need to connect friends, customers or coworkers by computer but sometimes
we need to connect them by our mobile device. It’s important to sync your
contacts.

To avoid the risk of editing contacts on the mobile device, Public Contacts can
only do one way sync

® How to get the URL address or QR code for your contact.
(1) On the left menu, click Contacts. Then, click % icon.

| King v | CardDAV Sync URL
Compose
Folders i0OS Auto Setting

| &
CardDAY Sync URL
Preferences

https://mail.office.openfind.com.tw/c

- My Contacts cmd=show_ios_profile&host=mail%2Eoffi

ser please download the i03 configuration profile via the QR code
& My Contacts

Public Contacts Contact

fa] Contacts

= Al

¥ f&]Virtual Directory
. https://mail.office.openfind. com.tw/c
» {&]By Frequency P yblic Contacts | cmd=show_ios_profilefhost=mail%2Eoffi

» {&] By Alphabet
{a] coworker

£ ENEWS

(2) Base on your mobile device, you can choose corresponding setting.

iOS Auto Setting If you are using iOS device, you can us the
URL address or scan QR code to download

and install profile.

i0S If you are using iOS device, you can add

CardDAV account to your device manually.

Android / Mac OS X Android users can add CardDAV account to

your device manually.

(3) According to different contacts, the system will provide different URL
address / QR code.

148



i0S Auto Setting

i0S user please download the iOS configuration profile via the QR code scanner, or enter the URL into the browser. After you
download the i0S configuration profile on your iOS device, it will setthe CardDAV account automatically

Contact URL

https://mail.office.openfind.com.tw/cgi-bin/carddav_main?
cmd=show_ios_profileBhost=mail%4Eoffice¥2Eopenfind¥2Ecom¥4Etwlusus=
kuei¥5Ftypeghk4fopenopeni2Ecom¥2Etwlsync_type=mlusessl=1

& My Contacts Hide OR Code

. https://mail.office.openfind.com.tw/cgi-bin/carddav_main?
Public Contacts|cmd=show_ios_profile&host=mail¥4Eoffice%2Eopenfind%2Ecom¥4Etwdusus= | Show OR Code
kueiksFtypeghkaaopenopeni2Ecom¥2Etwdsync_type=miusessl=1

How to do the setting on your mobile device.

You can use the URL address or scan QR code to setup your mobile device or

download Profile (iOS only) to do the settings.

iOS Auto Setting

(1) Choose iOS Auto Setting.

(2) Enter the URL address to your browser on your iOS device or use
your iOS device to scan the QR code.

(3) Install profile and finish the setting.

Safari essec 4G 4:32 PM ¥ 100% [0 4

Cancel Install Profile Install

My Contacts
% fl Openfind

Signed by Not Signed

Description CardDAV

Contains CardDAV Account

Accounts 1

iOS Setting (manual)

(1) Click Setting icon on your iOS device. Then, click Contacts / Account

/ Add Account / other / Add CardDAV Account.
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(2) Enter the information as follow:
Server: Enter the URL address on the web page or scan the QR code
and copy the URL address.

User Name: Enter your email address.
Password: Enter your password.
Description: Enter the contact group name you want.
(3) Finishes setting after verify the information.
Android Setting (manual)
Android system does not have build-in CardDAV App. You can buy
CardDAV App as you needed.
(1) For Example, you can buy and install CardDAV-Sync App.
(2) Open this App and click Add new account.

. Global settings

ACCOUNT MANAGEMENT

Add new account

Edit account settings

Open "Accounts & sync”

GLOBAL OPTIONS

(3) Add new CardDAV account.
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. Add account ...

CardDAV

Fruux

licobo

& mail

(4) Enter the information as follow:

a. Server name or URL: Enter the URL address on the web page
or scan the QR code and copy the URL address.

AL

o AwRE

b. Use SSL: Click if you want to enable SSL.

c. User Name: Enter your email address.

d. Password: Enter your password.
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. Add CardDAV account

Enter account data

a vernameor URL

carddav.openfind.com.tw/cgi-bi

V| Use SSI

Need help?
sername
C

mail2000_pm@carddav.openfinc

Password

_“

(5) Enter the Account Name and check if you want to sync form server
to phone only (recommended).

. Add account ...

Please enter a name for your account

Account Name

v Sync from server to phone only
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6.15 How to Sync Contacts to Mac Device?

The synchronized items contain the user's Personal Address Book and Public
Address Book. Public Address Book provides only one-way sync because of the
high risk of managing public address books on mobile devices.

® How to get the Contacts URL and QR code?

(1) On the left menu, click Contacts and then click CardDAV Sync URL.

Compose
Add Info Box | | Two-coly

Folders

Login Info

CardDAV Sync URL 229

& My Contacts 8:05
. Preferences 143
AR — .
2015/05/29 10:01:39
fa] Contacts
=] All

Mailbox Usage
» f{&]Virtual Directory

Notes: The CardDAV Sync URL is disabled by default. If you want to use,

please contact to your administrator to enable it.

® Set the Mac address book synchronization

CardDAV Sync URL

Android / Mac 08 X

Android user please enter this URL to the server location of CardDAV account. More detailed explanation will be shown in the user guide.

Contact URL
. https://mail.office.openfind.com. tw/cgi-bin/carddav/principals/spersonal
& My Contacts Show QR Code
. https://mail.office.openfind.com. tw/cgi-
am SRR bin/carddav/principals/sPA%2E@@e%4@opentind®2Ecom¥2Etw Show QR Code

Manual setting via input URL and QR Code scanner scan:
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(1) Select " Android/MacOSX ;o
(2) Copy the URL or scanned by QR code scanner.
(3) Open Mac's address book and click "Contacts" then click "Add

Account".

File Edit View Card Window Help
i ] o

. About Contacts S

]
Al( Preferences... #, o

) Accounts... |

iCloud nple (&#)
All Add Account... Lma n
#M  Services >

ﬁ Hide Contacts 3H
i Hide Others “C3¥H

Quit Contacts  #Q

(4) Click "Other contact account..." and press "Continue".
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@ Contacts File Edit View Card Window Help

®
All Contacts Q
iCloud Apg
All iCloud Emi
R RBHAR
On My Mac
All on My Mac

Choose a contacts account to add...

O » iCloud

> [@8 Exchange
Google
facebook
Linked [T}
YAHOO!
163727
126772

M@il 858

° Other contacts account...

¢ Cancel

(5) Enter the User Name and Password, and paste the URL in the

“Server Address”. Click "Create" to complete the address book

synchronization.

‘fEII-II---J

uy

2

|

@ Contacts File Edit View Card Window Help

[
All Contacts Q,
iCloud A
All iCloud B
AR
On My Mac
All on My Mac

CardDAV

cardDAv [

User Name:  user@example.com

Password: ssssssssss

Server Address: |cgi-bin/carddav/principals/spersonal

e Verifying...

Cancel

_

To get started, provide the following information:

i

Notes:

Some fields are changed to Mail2000 field names because different address
books have different default fields. For example, "iPhone" syncs to "mobile

phone", but does not affect synchronized content.
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7. What is a Sticky Note?

We provide a floating, edit-in-place interface for users to create, edit, and save
sticky notes anytime when using email system. Moving away from the

click-to-reload paradigm, we aim to provide a desktop-like environment.

This chapter explains :

® How to Add/Edit/Delete Sticky Notes?

® How to Add Tags to Sticky Notes?

® How to Send Sticky Notes as Mail Attachments?
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7.1 How to Add/Edit/Delete Sticky Notes?

® How to Add Sticky Notes?
- Method A:
(1) Click on the Add Sticky Notes icon on the shortcut bar.

Bl odad BB B ¥ [ QF

Mew Sticky Mote (Hotkey: F2)

(2) Inthe box that appears, click the New tab.

Recently Used New

Title:

Create Cancel

(3) Enter the title and content of the new sticky note. Then, click Create.
- Method B:

(1) On the left menu, click My Drive and then select Sticky Notes.
(2) Inthe [Sticky Notes] page, click the Add button on the toolbar.

157



Compose

¥ Add

Folders

Contacts

B Root
[ Cloud Attachments
S MailCloud

Ftemp

[57 Sticky Notes

No Sticky Notes New

king v | Sticky Notes

Forward () Tag ‘ Search =

Title:

Create Cancel

(3) Inthe box that appears, enter the title and content for the new sticky note.

Then, click Create.
® How to Edit Sticky Notes?

(1) On the left menu, click My Drive and then select Sticky Notes.
(2) Inthe [Sticky Notes] page, click on the title of the sticky note you intend to

edit.

Sticky Notes

(%) Add | (=) Forward @Tag|

Search =

X|todo

update data
finish report

2016/10/17 18:06 &

(3) Edit the sticky note's title and content as needed. Then, click Save to save

the changes.
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Sticky Notes
(%) Add | (&) Forward (=) Tag | ‘ Search =

todo | 201611017 18:06 ¥

update data
finish report

Background ColonD D D D |:| |:| I:' I:'

Cancel Save

® How to Delete Sticky Notes?
Locate the sticky note you intend to delete and click the ¥ putton in the
upper right corner.

Sticky Notes
() Add Forward (e Tag | Search «
& todo 2016/10/17 18:04 ®

update data
finish report

Tip: Search Sticky Notes
To search sticky notes, please locate the search box to the right of the toolbar.

Enter the keyword(s) and then click Search.

Sticky Notes
(¥ Add Forward (@) Tag

Search =
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7.2 How to Add Tags to Sticky Notes?

(1) Click to select the sticky note(s) to which you intend to add tags. Then click
the Tag button on the toolbar.

Sticky Notes

(%) Add | (=) Forward | (@) Tag Search

*@

update data
finish report

(2) Inthe [Tag] window that appears, enter the tag(s) you intend to add. Or, you
may select from existing tags.

Tag Q

Add

Available Tags Selected Tags

OK Cancel

(3) Click OK to add the tag(s).
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7.3 How to Send Sticky Notes as Mail Attachments?

(1) Click to select the sticky note(s) you intend to mail as attachment(s). Then
click the Forward button on the toolbar.

Sticky Notes
(%) Add Forward | (@) Tag | Search

*tDAD

update data
finish report

(2) The system will direct you to the [Compose] page, in which the selected
sticky note(s) are added as attachment(s). You may start composing the

mail.
Sender |king@open.com v
To ||
Cc
Bec | Exclude | Match
Subject

| Important || Request Read Receipt ¥/ Save Sent Copy #/ Send and Delete Draft

Attach |@ todo.txt (1KB)

M Attachment - Scheduled Mails g Encryption =

| Plain Text Editor v
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8. My Drive

My Drive provides functions such as Web Hard Disk and Web Bookmarks to help
you manage files. Similar to the local disk on your PC, My Drive allows you to
create folders, store files and manage bookmarks. With an Internet browser, you
can also browse, search, download and/or upload files at all times. Further, as My
Drive is integrated into messaging functions, you may store mail attachments to

My Drive or attach files from My Drive to your outgoing mails.

This chapter explains :

What is My Drive?

How to Add/Move/Delete Folders/Files?

How to Upload/Download Files?

How to Add New Files?

How to Virus-Scan Files?

How to Save Attachments to My Drive?

How to Send File from My Drive as Attachments?
How to Add/Edit Tags to Files?

How to Share Files in My Drive?

How to Check the Status of Cloud Attachments?
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8.1 What is My Drive?

® Web Hard Disk

Upload files to My Drive as backup or for on-the-go access to the files. With an
Internet connection, you may access, retrieve or share My Drive anytime
anywhere. It supports various types of files, all can be sent as mail attachments.

® Mail Attachment Integration

Integrated with Mail Attachments, My Drive can be used to save all mail
attachments. Vice versa, when composing a mail, you may select and attach files
from My Drive. With this feature, file processing is enhanced as the need to
transfer files to or from your PC's hard disk is greatly reduced.

® New File

The powerful HTML editor in My Drive helps you to create HTML or plain-text
files conveniently. You may also edit files using the editor.
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8.2 How to Add/Move/Delete Folders/Files?

® How to Add Folders?
(1) On the left menu, click My Drive and then select Root to go to the [My Drive]

page.
(2) Onthe toolbar, open the Add drop-down menu and select New Folder.

& user! My Drive Path:/ Root
Compose A Upload | (#) Add ~ | (=) Compose | (@) Tag (=)
Folders Tvpe |NfNew Folder Description
Contacts No Files Fou] Add File

£ Root

(3) Inthe [New Folder] window that appears, enter a name for the folder and
then click OK.

New Folder (%]

Please enter new folder name:
donotuse'/:"? < = |

test
4 f 254 typed.

OK Cancel

(4) Anew folder has been created under Root. You may now upload or move
files to this folder.

My Drive Path:/ Root

A Upload @) Add v | (&) Compose | (@) Tag (=

Type | Name Description
I O test

® How to Move Folders/Files?
(1) Select the folder(s) you intend to move. Then, drag and drop the selected

folder(s) to your new location on the left menu.
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- usert My Drive Path:/ Root
Compose & Upload (#)Add ~ | (=) Compose
Folders Type |Name
Contacts v/ [ Testi.docx
£ Root 0 ted
Ftest
@ Move 2 files to this folder.

(2) You may see the folders/files move to the new place.

My Drive Path:/ Root [ test
& Upload (%) Add - | (=) Compose |

Type |MName D
Test docx

Test2.docx

® How to Delete Folders/Files?
(1) Select the folder(s) you intend to delete and click the X' putton. You
can also delete multiple folders/files be click the checkbox in front of the

folders/files and click the * button on the toolbar.

My Drive Path:/ Root / test
A Upload @ Add v | (=) Compose | (@) Tag () Moveto View v More v Search ~
Type |Name Description Download | Edit |Delete [Cloud Att. Size Date
Test1.docx £3] 0 X 997K  16/10/07 11:31
Test2 docx £3) & X 996K  16/10/07 11:31

(2) In the confirm window that appears, click OK.
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8.3 How to Upload/Download Files?

® How to Upload Files?
(1) Click Upload on the toolbar,

My Drive Path:/ Root

& Upload |@) Add ~ | (=) Compose

Jype | Name [

_-—

test

(2) Inthe [Upload] window, click Select File and choose a file to upload.

Upload
™ upload File
Upload File to Directory./

Select File

Start uploading Close window
Traditional Upload Interface

You can also choose “Traditional Upload Interface” to upload file.

Upload

Upload File
Upload File to Directory./

Choose File | Mo file chosen Rename Description

Choose File | Mo file chosen Rename Description

Choose File | Mo file chosen Rename Description

Upload | 3 * files

*For security considerations, changing the number of files to upload will discard previously selected files.

Upload Close after Upload Cancel

Advanced upload interface

® How to Download Files?
(1) Locate the file you intend to download and click the ! button.
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My Drive Path:/ Root / test
A Upload @ Add v | (=) Compose | (@ Tag () Moveto | (X) | View v More v Search ~
Type | Name Description Download | Edit 'Delete | Cloud Att. Size Date
W  Testi.docx £3] 0 X 997K  16/10/07 11:31
[ Test2.docx 3] s X 996K  16/10/07 11:31

(2) Save the files you need.
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8.4 How to Add New Files?

(1) Open the Add drop-down menu and select Add File.

- usert My Drive Path:/ Root

Compose & Upload |(#) Add ~ | (&) Compose | (@) Tag (3

Folders Twoe ﬁlm..inm_l Description
Contacts No Files Foul/Add File

B3 Root

(2) Inthe [File Content] page, enter a name for the file and briefly describe it
(optional). Enter the file content and then click Add. To cancel adding the file,

click Back.

File Content

File Infarmation

File Name:

File Description:

File Path: /Rootitest

Add Back

Plain Text Editor v | 3t
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8.5 How to Virus-Scan Files?
(1) Open the More drop-down menu and select Virus Scan.

My Drive Path:/ Root

A Upload #)Add v | (=) Compose | (@ Tag (¥ Moveto | (X) | View v | More

Type | Name Description Download | Edit | Copy File
M test 0 Virus Scan

(2) Inthe Virus Scan Results page, all virus-infected files are listed. You may
either delete or move the infected file(s).

Virus Scan Results

Path: Foot
Scan Results: (The followmg files are mfected with vimses.)
Files [Size |Date
Nomfected files have been found,
Tatal: 0 file(z)
Delete Move Back

When you upload the file(s), system will also scan virus. The upload process

will stop once the virus founded.

170



8.6 How to Save Attachments to My Drive?

When previewing/reading a mail, a small icon (1) is shown before each
attachment in the Attachment field.
Click the I icon to save the attachment to My Drive.

= From: gill=gill@open.com= {*]
To: chen =chen@open.com=
Subject: Re: [MMA] 11/10 Egov
Date: Man, 17 Oct 2016 14:14:20

Attachment: @ﬂsoﬂoo.pg(mk:-

a B
IMessage System - Google Chrome E@g

& https.//mail.office.openfind.com.tw/cgi-bin/dc_browser?show=detach_file& &

Save Mail Attachments

Save attachment to:/Root

MName | Description
™ Cloud Attachments
Fldail
“temp
OK Cancel
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8.7 How to Send File from My Drive as Attachments?

(1) Select the file(s) you intend to send as attachments. Then, click Compose
button on the toolbar..

My Drive Path:/ Root / test

A Upload @) Add v | (=) Compose | (@) Tag (% Moveto | (X) | View v More ~
Jype | Name [Send as Attachment | Download | Edit |Delete | Cloy
v W Testidocx [+ ’ X
Test2 docx #) s X

(2)

(3) The system will direct you to the [Compose] page, and the selected file(s)

In the confirm window that appears, click OK.

are added as attachment(s). You may start composing the mail.

Sender userl@m2kirial openfind. com tw
To
Cc
Bece | Exclude | Maich
Subject
Important Request Read Receipt ¥/ Save Sent Copy
Attach i Testl.docx (10KE)

M Attachment

Scheduled Mails

@ Encryption -

HTML Editor T N T A T B I

s — X|»
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8.8 How to Add/Edit Tags to Files?

°
(1)

(2)

(3)

(1)
(2)

How to Add Tags to Files?
Select the file(s) you intend to add tags and click Tag on the toolbar.

My Drive Path:/ Root / Cloud Attachments

A Upload (@) Add ~ | (=) Compose ||(@) Tag | Moveto | (%)  View = More = [

Type Mame Description
o M 20140520 poster otai

a] 20140520 poster previewjpg

In the [Tag] window that appears, enter the tag(s) you intend to add. Or, you
may select from existing tags.

Tag [X]

Add

Available Tags Selected Tags

DK Cancel

Click OK to add the tag(s).

How to Edit Tags in Files?
Select the file you intend to edit tags and click Tag on the toolbar.
In the [Tag] window that appears, use the left and right arrow buttons to

remove or add tags.
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Tag [}

| | | Add
Available Tags Selected Tags
pm
VIP
->
g:_
OK Cancel

(3) Click OK to finish.
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8.9 How to Share Files in My Drive?

® How to Share Files in My Drive?
(1) Select the folder(s) you intend to share. Then, on the toolbar, open the
More drop-down menu and select Privilege Settings.

My Drive Path:/ Root / Cloud Attachments
& Upload (# Add ~ | (&) Compose | (@) Tag (=) Moveto | (%) | View v More v ‘

Type | Name Description Copy File
# [ 20140520 poster otai Wirus Scan
] 20140520 poster previewipg [ \w l
(2) Inthe [Set Shared Permission] page, click Add.
Set Shared Permission: My Drive /Cloud Attachments
Allowed Users | on | Edit | Delete] Frivilege Level

Mo Data Found.

Add Cancel

(3) Enter the user account that can access to your folder and check your desired
options. After that, click OK.

Add Shared Permission: My Drive /Cloud Attachments

Frivilege Settings
Activate: |«

Allowed Users: Cheng@open_ com
Flease enter the email account. Enter ™ to designate all
users.

Frivilege Seftings: ¥ gead | | Edit [ | Manage

Apply to sub-directories:

Ok Cancel
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(4)

(1)

(2)

(3)

The three privileges settings featured in Shared Folder are independent
from each other and are further explained below:

Manage Able to run virus scan.

Edit Able to edit the shared folder (i.e. upload files, add
folders/bookmarks, edit/delete files).

Notes: To allow users to add folders to the shared folder,
you must enable the Apply to sub-directories option.

Read Able to view, download, and copy files and to send files
as attachments

The Move and Search functions are not supported in shared folders.

The added privilege setting will be listed and the allowed user can now
access your shared folder.

How to Edit/Delete Shared Folder Privileges?
Select the shared folder you intend to edit and open the More drop-down
menu and select Privilege Settings.

Set Shared Permission: My Drive /Cloud Attachments

Allowed Users | on || Edit | Delete Frivilege Level
cheng@open.com (#) X Read = Edit = Manage
Add Cancel

To edit a shared folder privilege, locate the privilege and click the £
button.

To delete a shared folder privilege, locate the privilege and click the *:
button.

How to Accept Shared Folder/File?
(1) Open Add drop-down menu and click New Shared Folder.
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My Drive Path:/ Root
& Upload () Add ~ | (&) Compose | (@) Tag (¥ Moveto | (X) | View = More =

Nl Mew Folder Description
| Mew Shared Folder
- Add File

DDDE|

temp

(2) On the [New Shared Folder] page, you need to do settings:

New Shared Folder

“# shared Folder Information

Shared Folder Name:

Shared Folder Description:

Source of user account: =user_id=@open.com

Source Folder:/

Source Path: /Root/

Create Back

Shared Folder Name: give this folder a name.

Shared Folder Description: enter the description if needed.

Source of user account: the email account that share the folder to you.
Source Folder: the path of the shared folder.

(3) You will see the new shared folder in the Root folder.
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8.10 How to Check the Status of Cloud Attachment?

(1) In My Drive, the file with a cloud icon means which is a cloud attachment.

My Drive Path:/ Root / test
A Upload @ Add v | (&) Compose | (@ Tag (3 Moveto | (%) | View v More v Search ~
Type | Name Description Download | Edit 'Delete jCloud Att Size Date
Test1.docx 4 s X < 997K  16/10/07 12:04
Test2 docx £3) 0 X 996K  16/10/07 11:31

(2) Click the cloud icon to check how many mails attached this file.

Attached File Status

Total 1 records

Time v Subject
16/10/07 12:04 test

Total 1 records

1 /1 Pages
Recipient Cloud Att.
user2 (user2@makirial.openfi... Testi.docx
1 /1 Pages

Back

(3) Click the URL button to check the status of a cloud attachment.

Attached File Status

& Testl.docx

Mail Subject: test
Recipient

user2@mz2ktrial.openfind.com.tw

Expired Date: 20161019 12:04 Extend
Download Link  Last Download Time Download Counts

[£3] No records. i

Back
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9.

Information Center

Information Center provides four major services

(1)

(2)

(3)

(4)
(5)

Mailbox Information: Offers statistical information on mailbox usage and
status.

POP3 Accounts: Configures external POP3 mail accounts. For further
information, please refer to POP3 Accounts.

Forum: Features discussion boards for users to post, reply and read public
articles.

Vote Management: Easily create a poll to make the survey more efficient.
Subscriptions: Provides information-subscription services including
Newsletters and RSS Feeds.

This chapter explains :

How to View Mailbox Information Page?

How to Subscribe Newsletters?

How to Read/Post/Delete Messages in Forum?

How to Create a Poll for Voting?

How to Subscribe to a Discussion Board through RSS?
How to Subscribe to RSS Feeds?

How to Import/Export RSS Feeds?
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9.1 How to View Mailbox Information Page?

Mailbox Information provides statistical information on mailbox usage and status

(e.g. login log, folder status, free space, etc.). This page is the default login page.

Mailbox Info user1@m2ktrial.openfind.com.tw

Add Info Box | | Wide-thin Layout v
Login Info ® | Forward Information )
2016/10/07 12:00:00 Successful Web Login 180.176.124.44 NSD%::L AutoForward Emall
2016/10/07 09:26:32 Successful Web Login 180.176.124.44 .
2016/10/05 09:35:51 Failed Web Login 180.176.124 44 AuloFonvard Seftin
= o sER — e emae Status| FilterForward Email
2016/10/02 17:49:30 Failed SMTP Login 56.133.82.146 | INoData
Allinformation Filter Setling
- ) o
Mailbox Usage L Fonouncaen )
| My Drive: 0.02 MB 0.00 % -BEMiRaEE TR L !
Mails: 0.60 ME 0.00 %
Free Space: 49999938 ME 100.00 % RSS Mews ol
J Total: 500000.00 ME 100 %
Folders Info &/ | Click the Edit button to set RSS News
Folder Uiitead Total Size source and subscribe to it.
Inbox 11 Mailis) 22 Mail(s)  0.54 MB
Mail2000 0 Mailis) 1 Mailis)  0.02 ME
openfind 0 Mailis) 0 Mailis) 0.00 MB
11 0 Mailis) 0 Mailis)  0.00 ME
There are two ways to get into this page:
admin

(1)
(2)

Click the logo or user account
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On the left menu, click Info. Center and then select Mailbox Info.




a user1
Compose
Folders

Contacts

My Drive

(3) Mailbox Info

0 SMs
& POP3

fam FOrum

@ Vote Management
v Subscriptions
= Newsletters
= RSSFeeds

(3) To change the page layout, use the drop-down menu on the upper left side.

Mailbox Info kei@open.com

Thin-wide Layout

Recycle Bin [Empty
Spam [Empty
Total

Add Info Box || | Wide-thin Layout v
Basic Layout
Login Info Wide-thin Layout

=
)

20161019 08:403 100 _column Balanced Layout b Login 172.16.37
201610118 10:38] Three-column Layout t{ Login 1721637
2016/09/22 22:2 f=—————————Frifer et n 2237282198
2016/09/22 22:21:29 Failed Web Login 2237282198
All information
Mailbox Usage )
My Drive: 63.87 MB 0.06 %
Mails: 892375 MB 871%
Free Space 9341238 MB 91.22%
Total 102400.00 MB 100 %
Folders Info ®)
Folder Unread | Total | size
Inbox 3685 Mail(s) 25277 Mail(s) 6959.57 MB
DvVD 221 Mailis) 229 Mail(s) 0.67 MB
Blog 0 Mailis} 0 Mails) 0.00 MB
temp 12 Mailis) 12 Mailis) 0.02 MB
Sent Mail 1257 Mailis) 2188 Mail(s) 1240.74 MB
Draft 50 Mailis) 50 Mails) 973 MB

3407 Mailis) 3763 Mail(s) 266.51 MB
12589 Mail(s) 12604 Mail(s) 42271 MB
21349 Mail(s) 44388 Mail(s) 8923.75 MB

=

Forward Information x
Status | AutoForward Email
Mo Data
AutoForward Setting
Status | FilterForward Email
Enable koz @open.com
Filter Setting
Announcement ®

Mo Announcements.

RSS News

T
(i)

Click the Edit button to set RSS News source
and subscribe to it

(4) To add a new info box, click the Add Info Box button on the upper left side.
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Mailbox Info kei@open.com

Add Info Box ||| Wide-thin Layout v
Basic Layout
Login Info Wide-thin Layout

Thin-wide Layout

=
)

20161019 09:40:] Tyy0_colymn Balanced Layout  |? LO0IN 1721637
2016A0/8 10:36:] Three-column Layout b Login 1721637
2016/09/22 22:21:39 Failed Web Login 2237282198
2016/09/22 22:21:29 Failed Web Login 2237282198
All information
Mailbox Usage )
My Drive: 63.87 MB 0.06 %
Mails: 892375 MB 871%
Free Space 9341238 MB 91.22%
Total 102400.00 MB 100 %
Folders Info ®)
Folder Unread | Total | size
Inbox 3685 Mail(s) 25277 Mail(s) 6959.57 MB
DvVD 221 Mailis) 229 Mail(s) 0.67 MB
Blog 0 Mailis) 0 Mail(s) 0.00mMB
temp 12 Mailis) 12 Mailis) 0.02 MB
Sent Mail 1257 Mailis) 2188 Mail(s) 1240.74 MB
Draft 50 Mailis) 50 Mails) 973 MB
Eecycle Bin [Empty 3407 Mailis) 3763 Mailis) 266.51 MB

Spam [Empty
Total

12589 Mail(s) 12604 Mail(s) 42271 MB
21349 Mail(s) 44388 Mail(s) 8923.75 MB

=

Forward Information x
Status | AutoForward Email
Mo Data
AutoForward Setting
Status | FilterForward Email
Enable koz @open.com
Filter Setting
Announcement ®

Mo Announcements.

T
(i)

RSS News

Click the Edit button to set RSS News source
and subscribe to it

To hide an info box, click the = button in the info box.

(5)

info boxes as you needed.

This page supports the drag-and-drop function. You may drag and drop the

Add Info Box | | Wide-thin Layout v
Forward Information ey
Statu_iil AutoForward Email
No Data
Login Info q%b upForward Setting
jard Email
2016/10/20 02:28:40 Successful Web Login 172.16.3.20
Mailbox Usage 20161019 04:59:46 Successful Web Login 172.16.3.20 Eilter Setting
All information
Wiy Lnve. uuu i uuu o =
as 0.03 MB 0.25 % AT UTTCE TS Y
Free Space: 9.97 MB 99.75 % No Announcements.
Total: 10.00 MB 100 %
RSS News [l
Folders Info )
Folder Unread | Total Size
e e Click the Edit button to set RSS News
Inbox 1 Mail(s) 1 Mailis) 0.03MB source and subscribe to it
Sent Mail 0 Mail(s) 0 Mailis) 0.00MB
Draft 0 Mail(s) 0 Mailis) 0.00MB
Recycle Bin [Empty 0 Mail(s) 0 Mailis) 0.00MB
Spam [Empty 0 Mail(s) 0 Mailis) 0.00MB
Total 1 Mail(s) 1 Mailis) 0.03MB

Notes

In the [Mailbox Information] page, Folders Info lists all of the user's mail folders.

Click on any of the folder name to access the mails in the folder.
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9.2 How to Subscribe Newsletters?

(1) On the left menu, click Info. Center, expand Subscriptions, and select
Newsletters.

- user1 Newsletter Subscription

Compose

Folders You may subscribe to the followmg newsletters

Contacts Yes/No ame Yes/No

-
(o)
.

.

My Drive

Info Center

(3) Mailbox Info OK

[ sms

& POP3

& Forum ‘

@ Vote Management

- Subscriptions ‘ ‘

= Newsletters
» RSSFeeds

(2) Inthe [Newsletter Subscription] page, all available newsletters are listed.
You may either check Yes to subscribe to a newsletter or check No to cancel

subscription.

MNewsletter Subscription

Tou may subscribe to the followmg newsletters.

Tez/ Mo

L]

MName

TezMo

123

OK

(3) Click OK to save your subscriptions. The subscribed newsletters will be

regularly delivered to your mailbox.

Notes
1. To browse previous issues of a newsletter, click on the name of the newsletter.
2. Only the system administrator may add newsletter(s) to this service for users

to subscribe.
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9.3 How to Read/Post/Delete Messages in Forum?
Forum is a platform for users to communicate, discuss, and share information on
specific topics. In addition, it offers RSS subscription for visitors to subscribe to

designated discussion board(s).

(1) On the left menu, click Info. Center and then select Forum.

ah) U=t Forum
Compose Discussion Boards
Folders —
Contacts test
My Drive fadsfsa =31

(i) Mailbox Info
0 sms
F&E POP3

e FOrum

(2) Inthe [Forum] page, all available discussion boards are listed. You can
choose which discussion board to you want to enter by click the name of the
discussion board.

(3) Inthe discussion board, to read a message, click on the subject of the

message.

fadsfsa
[ Post (& Reply = &) Forward = | Tools = (- Copyto | Back

LiF |G Subject
™ Re: fadsfsafadsfasdffadsfadsf
™ fadsfsafadsfasdffadsfadsf

(4) Inthe discussion board, you can:

B Post: Post the new message.
Reply: Reply the message which you are reading.
Forward: Forward the message by mail.

Tool: Add the message author to your contacts.

Copy to: Copy the message to your personal folders.
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(5) To delete the message, click the delete icon on the toolbar.
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9.4 How to Create a Poll for Voting?
You can easily create a poll to make the survey more efficient.

® How to add a new vote?

(1) On the left menu, click Info Center and select Vote Management.

(2) On the [Voting Management] page, click Add on the toolbar. After that, you
can do all the setting here.

Voting Management

Question *

Description

Options *

Settings

= Deadline
Selectthe date | =]

- Question Type

* Multiple Choice Checkboxes (select at most |2 )
= Invite *
ia Add to Invite
(Flease use a ""to separate more than one Email.)

= Only allow one response per person (if select "No” only the latest response is valid.)
* Yas Mo

- Publiclink to vote results
® No ' Yes

- Voting Receipt
® No ' Yes

Send Save Cancel Ereview

® How to edit the vote?
(1) On the left menu, click Info Center and select Vote Management.
(2) On the [Voting Management] page, click the vote that you intend to edit.
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If the status shows the © icon (means this vote isn't started), after you
edit this vote, you can click Send button to send the voting invitation or
click Save button to save the changes.

Send Save Cancel Preview

If the status shows the © icon (means this is an ongoing vote), after you
edit this vote, you can click Resend or click Save as new event button.

Resend Save as new event Cancel Preview

If the status shows the icon (means this vote is already finish), after
you edit this vote, you can click Save as new event to start a new vote.

Save as new event Cancel

® How to delete the vote?
(1) On the left menu, click Info Center and select Vote Management.
(2) On the [Voting Management] page, click the vote that you intend to
delete and click the Delete button to delete it.

Voting Management

Add Delete

| status | Question Time Left Vig

o O meeting -
fest End

® How to review the result?
(1) On the left menu, click Info Center and select Vote Management.

(2) Click the number in the View Results field and you will see the voting
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result. You can also export the result as needed.

Voting Management
Add Delete
[ |status|  Question
] ©  meeting
] test
(] test
] Mail

4 Voting event(s) 1 |/1Page(s)

Timeleft |  VewResults | Deadline

- Not Set
End 05 2016/01/22 1715 (GMT+08:00)
End 08 2016/01/22 19:15 (GMT+08:00)
End an 2016/01/19 18:30 (GMT+08:00)
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9.5 How to Subscribe Discussion Board through RSS?

(1) On the left menu, click Info Center and then select Forum.
(2) Inthe [Forum] page, all available discussion boards are listed. To subscribe
to a specific discussion board, click on the RSS icon next to the board name.

Forum

Discussion Boards

Board | Description | Posts
test test 1
fadsfsa sl fadsfsa 2

(3) Given the RSS feed URL, you may use any RSS reader to browse and
categorize the messages.

® What is RSS?

RSS (Really Simple Syndication) is an XML-based technology employed to share
Web site contents. Through RSS subscription, real-time information is
automatically obtained from Web logs (blogs) or news sites. In Mail2000, users
can read RSS feeds using the built-in RSS reader or another RSS reader
application.

® How to Create an RSS Category?

To subscribe RSS feeds, you must first create an RSS category.

(1) On the left menu, click Info Center, expand Subscriptions, and select RSS

Feeds.

- usert RSS Feeds
Compose New Category Export Expand  Collapse
Folders

Contacts Uncategorized (0)

My Drive

(3 Mailbox Info

0 sms

fa POP3

g FOrum

@ Vote Management
v B Subscriptions

= Newsletters

= RSS Feeds
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(2) Click New Category on the toolbar.

RSS Feeds

New Category Export  Expand Collapse

[# Uncategorized (0)

New Category ()

Please enter new category name:

| OK Cancel

(3) Inthe [New Category] window that appears, enter a name for the category
and then click OK.

(4) Inthe [RSS Feeds] page, the newly created RSS category will be displayed.

RSS Feeds

New Category Export  Expand Collapse

[ TEST (0) [Add]

Add RSS feed to this category I
# Uncategorizea oy
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9.6 How to Subscribe RSS Feeds?

(1) Inthe [RSS Feeds] page, locate the category to which you intend to add the
RSS feed. Click the Add text link.

RSS Feeds

New Category Export  Expand Collapse

TEST (0) [Add]

Add RSS feed to this category |

| Uncategorizéa(0]

(2) Inthe [Add RSS Feed] page, enter the Feed URL, name, and description.
Then, click Add RSS Feed button.

Add RSS Feed

E.S5 Feed Information
Feed URL:  |http://rss.cnn.com/rss/editior_world.rss Obtain RSS Feed Information
Feed Name: |CNN Waorld News
Feed Description:  |CNN World News|

Feed Category: | TEST v

Add RSS Feed Cancel

® How to Browse the Content of an RSS Feed?
(1) Inthe [RSS Feeds] page, click on the name of the RSS feed you intend to

browse.

RSS Feeds

Mew Category Export Expand Collapse

FEITEST (1)

CMNMN World News

(2) Inthe [Browse RSS Feed] page, all headlines of the feed are listed. Click on

any of the headlines to access the content.
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Browse RSS Feeds (CNN World News)

Back | Switch ~ Update &1 Forward ® Total:4 articles 1 |/ 1 Pageis)

| Subject |

Author | Date
SpaceX rocket explodes on launch pad 10/05 10:58
Astronaut Scott Kelly: We're ready for Mars 10/03 02:23
Water plumes on Jupiter's moon? 09/20 04:58
We tested DJI's new foldable drone 09/29 05:05

N EVERY NATIO

ER-HAHON

we SEE THE INT

® How to Forward RSS Feed Headlines?

(1) Inthe [Browse RSS Feed] page, select the headline(s) you intend to forward.
Then, click Forward on the toolbar.

Browse RSS Feeds (CNN World News)

Back | Switch v Update | ¢ Forward | (%)

¢! SpaceX rocket explodes on launc

nipct
Forward Article
¥ Astronaut Scott Kelly: We're ready for Mars

Water plumes on Jupiter's moon?

We tested DJI's new foldable drone

(2) The system will direct you to the [Compose] page, in which the selected

headline(s) are added as attachment(s). You may start composing the mail.

Sender  userl@m2ktrial.openfind com.tw
To

Cc

et

Attach @ SpaceX_rocket_explodes_on_launch_pad.eml (1,265KB)

@ Astronaut_Scott_Kelly:_We_re_ready_for_Mars.eml (1,276KB

Scheduled Mails ﬁ Encryption =

HTML Editor Y e TA-T B I U= = =i
B — &»

[Ongmal mail has been attached.]

w
1]
iii
|'|.|
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9.7 How to Import/Export RSS Feeds?

® How to Import RSS Feeds?

(1) On the left menu, click Info. Center, expand Subscriptions, and select RSS
Feeds.

(2) Inthe [RSS Feeds] page, locate the category to which you intend to import
RSS feeds. Click the Import text link.

RSS Feeds

New Category Export Expand Collapse

TEST (1)

7] Uncategorized (0)

(3) Inthe [Import RSS Feeds] page, click browse to select the RSS feeds file.
Then, click Import.

Import RSS Feeds

Import RS5 Feeds

File:| Choose File | Mo file chosen

Importto: TEST

Import Cancel

(4) The RSS feeds will be listed. Check the feeds you intend to import and then
click Add RSS Feed.
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Import RSS Feeds

Select| URL | Subject | Description
#  |http/frss.cnn.com/rg CMN World Mews  |CNN World News

Add RSS Feed Cancel Select All Select None

® How to Export RSS Feeds?

(1) On the left menu, click Info. Center, expand Subscriptions, and select RSS
Feeds

(2) Inthe [RSS Feeds] page, click the Export button on the toolbar.

RSS Feeds

New Category Export | Expand Collapse

#TEST (1)

[# Uncategorized (0)

(3) Inthe File Download window that appears, click Save.
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10. Preferences

Preferences controls the presentation of information, the configuration of
functions, the management of mails and the privacy settings. This chapter
discusses the following Preferences options, which play a significant role in
system personalization:
® Privacy
View login log and change password
® Personalization
Establish personal profile, customize shortcuts and left menu, configure
Mail2000 environment, create signature, and manage tags.
® Mail Options
Set auto-reply, auto-forward, and filters.
® Spam protection
Configure Block address, safe sender, safe recipients, and customize spam
protection level.
® Account delegation
Delegate your account to your deputy, and allow your deputy to log into

your email account to retrieve and send email.

This chapter explains:

How to View Login Log?

How to Change Password?

How to Create Personal Security Code?
How to Set Mail Service?

How to Create/Edit Personal Profile?
How to Customize Shortcuts?

How to Configure User Environment?
How to Change Theme?

How to Create and Use Signature?
How to Set Auto-Reply?

How to Set Auto-Forward?

How to use Account Delegation?
How to Set Filters?

How to Create/Delete/Manage Tags?

How to Customize Left Menu?
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10.1 How to View Login Log?

Login Log maintains records of your previous logins. If you find login(s) from a
seldom used IP, or if you locate numerous login failures in the log, your account

may have been invaded. It is recommended to change your password

immediately to protect your mailbox

(1)

(2)

On the left menu, click Preferences, expand Privacy, and select Login Log.

- Userl Login Log
Compose
Folders Log Type:| All Login Log v
Contacts Date [ Description | IP | Proxy IP
My Drive 2016/10/07 14:19:23 Successful Web Login  180.176.124.44
Info Center 2016/10/07 13:49:06 Successful Web Login  180.176.124.44
v B Privacy | | 2016/10/07 09:26:32 Successful Web Login  180.176.124.44
[ « Login Log | | | 2016/10/06 18:01:39 Successful Web Login  180.176.124.44
« Password i 2016/10/06 17:50:13 Successful Web Login  180.176.124.44
* Mall Service 2016/10/06 10:40:55 Successful Web Login ~ 210.59.164.109
» ¢ Personalization
2016/10/06 10:36:54 Successful Web Login  210.59.164.109
» & Mail Options
2016/10/06 10:32:18 Successful Web Login  210.59.164.109
» © Spam Protection
» @ Account Delegation 2016/10/06 10:29:33 Successful Web Login ~ 210.59.164.109

In the [Login Log] page, open the Login Type drop-down menu. You may

select to view All Login Log, Successful Login Log, or Failed Login Log.

Login Log

Log Type:| All Login Log
All Login Log
I

2016M 0/

Successful Login Log  ltion
Failed Login Log
FTY UCCESSTUT Y

eb Login

2016M0/07 13:49:06 Successful Web Login
2016M0/07 12:00:00 Successful Web Login

2016M0/07 09:26:32 Successful Web Login

IP | Proxy IP

180.176.124 .44

180.176.124 .44

180.176.124 .44

180.176.124 .44
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10.2 How to Change Password?

(1) On the left menu, click Preferences, expand Privacy, and select Password.

- userl Password
Compose

Folders Current Password: ||

Contacts New Password
My Drive

Confirm Password Please type your new password again for confirmation
Info Center

v [p Privacy
» Login Log

= Mail Service

-

T 2
. Pemsonaiizaton The new password must follow between rules

& Mail Options + The password must contain more than 8 characters.
@ Spam Protection « The password must contain an English character.

-

-

+ The password must contain a digital character.

-

(@ Account Delegation

The password has been used during the current 2 times. Please enter another one
+ The password cannot be the same as the user ID

(2) Inthe [Password] page, enter your current password, new password and
confirm your new password. Then, click OK.

Password
Current Password: |sesssssssss
Mew Password: |*==s=s FPassword Strength:
Confirm Password: |ssssesseenes Please type your new password again for confirmation.
Hint: -HUNTI . Hintto remind your password.
0K Cancel

The new password must follow between rules.
« The password must contain more than & characters.
«  The password must contain an English character.
«  The password must contain a digital character.
« The password has been used during the current 2 times. Please enter another one.
+« The password cannot be the same as the user 1D

Notes Password Strength
According to the setting from the administrator, the password strength was

classified into four levels.

Password Strength Password Length Password Rule
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Disable(Not displayed)
Medium

Strong

w| w| N[O

Very Strong 14

For example: If the password strength is set to strong, the length of
password is required at least 8 characters and the password satisfies at
least three of these conditions:

—  lowercase (a~z)

—  Uppercase (A~2)

—  Digital Characters (0~9)
—  Symbols (“!@#)
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10.3 How to Create Personal Security Code?

To enhance the system security, you have to pass the Personal Security Code to
change the Password and Auto Forward when the administrator enables the
Personal Security Code Authentication function.

(1) On the left menu, click Preferences, expand Privacy, and select Personal
Security Code.

a koz

Compose
Folders

Contacts
My Drive

Info Center

Preferences

= Ff Privacy
= Login Log
= Password
= Personal Security Code
= Mail Service

= 2 Personalization

(2) Input the Password first, then input the relative data of Personal Security
Code, and click OK.

Personal Security Code

To enhance the system security, the administrator has enabled the Personal Security Code Authentication.
‘You need to pass the Personal Security Code Authentication when you change password or auto forward setting

Change Personal Security Code

Step1. Input the current password Step2. Change Personal Security Code

Password: Old Personal Security Code:

New Personal Security Code:
(Can not be the same with password and at least 6 characters)

Confirm Personal Security Code:

Hint: |bday

OK Cancel
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10.4 How to Set Mail Service?

(1) On the left menu, click Preferences, expand Privacy, and select Mail Service.

- Usert Mail Service
Compose

Folders SMTP Service: Disable ® Enable

Contacts POP3 Service: Disable '® Enable

My Drive
IMAP4 Service: Disable '® Enable
Info Center

v [ Privacy |
» Login Log
« Password J

I = Mail Service I

OK Cancel

(2) Disable the function you do not need and click OK.

Mail Service

SMTP Service: Disable '® Enable

POP3 Serviced @ Disable| '’ Enable

IMAP4 Servicej ® Disable Enable

OK Cancel
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10.5 How to Create/Edit Personal Profile?

(1) On the left menu, click Preferences, expand Personalization, and select

Profile.
ah) vert Edit Profile
Compose
Profile
Folders
Account usert

Contacts
My Drive LastName
Info Center First Name

Email: useri@m?2ktrial. openfind.com.tw
(Please enter the

» Ff Privacy Photo
« B¢ Personalization URL, and picture recommended size would be 80x90 pixels.)
4 Z

s Profile IM: | Others ¥
» Shortcuts Mobile Number
. fi
Configuration Gender Male * Female ‘' Notspecified

« Themes -

Birth Date:  Notselected
« Signature

V! v

-\ Tags Blood Type: | Reserved

(2) Inthe [Edit Profile] page, enter or edit your personal information. Then, click
Edit button.

Edit Profile

Profila

Account useri
Last Name: y ! :

First Mame:

Email:  |userl@m2kirial openfind com tw
(Flease enter the
FPhoto:
URL, and picture recommended size would be 80x90 pixels.)
IM: | Others ¥
Maobile Number:

Gender: Male Female Mot specified

Birth Date: Mot selected | =]

202



10.6 How to Customize Shortcuts?

To enable each user to quickly access frequently used functions, the system
features the Shortcuts customization. Users may set up to 8 shortcuts to link to
frequently used functions or web pages, saving time and facilitating navigation.

(1) On the left menu, click Preferences, expand Personalization, and select
Shortcuts. You can also click the icon to do the settings.

king v
Compose
Folders
Contacts
My Drive

Info Center

» R Privacy
¥ 9 Personalization

« Profile

= Shortcuts

« Configuration

= Themes

= Sianature

W @A b B P

(2) Inthe [Shortcuts] page, System Default Shortcuts are listed below, users can
choose to activate or deactivate those functions.
® Inbox: Click to go into inbox page.

Calendar (Optional): Click to go into calendar page.

Manage sticky notes: Click to go into stick notes page.

New sticky notes page: Click to create new sticky notes.

Manage Tags: Click to go into Tag management page. This page will list
all tags you have created, and you can edit the tags and watch the

items applied the tags.
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(3)

(4)

(5)

System Default Shortcuts
- Function/ Inbox - Status! @ Activate Deactivate
|
- Function/ Calendar - Status! @ Activate Deactivate
- Function/ Voting Management - Status’ @ Activate Deactivate
=/
- Function/ Manage Sticky Motes - Status! ™ Activate Deactivate
&
~ - Function/New Sticky Note (Hotkey: F2) - Status/ @ Activate Deactivate
- Function/ Manage Tags - Status/  ® activate Deactivate

Users can select the functions they want and put it on the shortcuts. Click
Settings to go to shortcuts setting page.

Shortcuts
Shortcut 1 Settings Order
G - Function/ Mail - View/ in Currentwindow
- Caption/  Mail - Status/ ® Activate Deactivate
Shortcut 2 Settings Order
- Function/ - View/ in Current window
- Caption/ - Status/ To enahle the first set
Shortcut 3 Settings Order
- Function/ - View/ in Current window
- Caption/ - Status/ To enahle the first set

In the setting page, you can select the functions and add it on the shortcuts,
or you can enter URL and set it on the shortcuts.

If you want to close certain shortcut function, just click the Deactivate.

Shortcuts
Shortcut 1 Settings Order
G - Function/ Mail - View/ in Current window
- Caption/ Mail - Status/ ® Activate Deactivate

How to Edit the Order of the Shortcuts?
(1) On the left menu, click Preference, expand Personalization and select
Shortcuts.
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(2) Click the Order button, and select Move Up, Move Down, Move to Top,
or Move to Bottom to edit the order of the shortcuts.

Shortcuts
Shortcut 1 Settings Order
- Function/ - View/ in Current window
- Caption/ - Status/ To enable the first set
Shortcut 2 Settingg
kad - Function/ Mail - View/  in Currentwindow
- Caption/ Mail - Status/ ® Activate Deactivate
Shortcut 3 Setting
Move to Bottom
- Function/ - View/ in Current window
Cancel
- Caption/ - Status/  To enable the first set
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10.7 How to Configure User Environment?

As each user has different needs for his/her mailbox, the system provides a
comprehensive set of options for environment configuration.

(1) On the left menu, click Preferences, expand Personalization, and select

Configuration.
Compose
Folders el
Contacts
Language English v
My Drive
Header Display Default v

Info Center

Login Page Mailbox Info ¥
1024x768 v

The size of compose text area

> Privacy
& Privacy Session Expiration 12 hours v
v 3¢ Personalization
Time Zone (GMT+08:00) Asia/Taipei v
= Profile
. Shortcuts One-Time Password ® Disable Enable
Font size Standard v
emes Row Height Standard v
« Signature
- Tags
« LeftMenu
» & Mail Options Save Cancel
» © Spam Protection =

(2) Click the General tab for general settings. When finished, click Save to save
the settings.

Configuration

General 1a Compose POP3 Retrieve 1AP4 Retrieve
Language English v
Header Display Full Information ¥
Login Page Mailbox Info v

The size of compose textarea |500x300 v

Session Expiration 8 hours v
Time Zone (GMT+08:00) Asia/Taipei v
One-Time Password * Disable Enable
Font Size Standard v
Row Height Standard v
Save Cancel

- Language: Select system language.

- Header Display: Select the displayed type of mail header information.
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(3)

- Login page: Select the login page.

- Session Expiration: Select the session expiration time.

- Time zone: Select the time zone.

- One-Time Password: Disable or enable one-time password function.
- Font Size: Select the font size in your mailbox.

- Row Height: Select the row height of you mail list.

Click the Mail tab for advanced settings. When finished, click Save to save
the settings.

Configuration

Mail
Pane Mode L)
Harizontal Split Vertical Split Full Fage
Auto-Preview * Disable Enable
Default Reading View HTML v
Block External Images Only Block in Spam ¥

Block Inline Images
Block Unread Mails Only
Block Unknown Senders Only

Mail And Attachments List Number of Mails Per Page: | 50 ¥ |Mail(s)

Display after Delete After Delete | Next v

Auto-Retrieve POP3 Login | Do not retrieve ¥ |POP3 mails on login
Empty Recycle Bin Logout| Do not delete mails ¥ |in Recycle Bin on logout
New Mail Notification 5 Minutes ¥

.
Folder Sorting ST e

Save Cancel

- Pane Mode: Select pane layout (Horizontal Split/Vertical Split/Full
Page).

- Auto-Preview: Automatically preview mails upon entering [Inbox] or
other mail folders.

- Block External Images: Select the rule of blocking images in mails.

- Mail And Attachment List: Select the number of mails to display per
page.

- Display after Delete: Select the action after deleting the mails.

- Auto-Retrieve POP3: Select the rule of auto retrieve POP3 mails when

you login.
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- Empty Recycle Bin: Select the rule of empty recycle bin.

- New Mail Notification: Select the frequency of new mail notification.

- Folder Sorting: Set the sorting method for mail folders

Note: The function is disabled by default, please contact to your
administrator to enable.

(4) Click the Compose tab for compose settings. When finished, click Save to
save the settings.

Configuration

Compose
Editor Default HTML v
Copy Sent Mail Disable '® Enable
Send and Delete Draft Disable '® Enable
Request Read Receipt * Disable Enahble
Outgoing Name user
Outgoing Email user@pmtest.openfind.com.tw
Reply Settings Append Original Mail ¥

>
Quote Symbol
Attach vCard * Disable Enable
Forward .eml Mails Inline Disable '® Enable
Save Cancel

- Editor: Select the mode of composing mail (HTML/Plain-Text).

- Copy Send Mail: Keep every email you have sent in sent box.

- Send and Delete Draft: Delete the draft after you send the mail.

- Request Read Receipt: Enable Request Read Receipt to request read
receipts for all emails you send.

- Outgoing Name: Set the name shown in the header of all outgoing
mails.

- Outgoing Email: Set the reply-to mail address of all outgoing mails.

- Reply Settings: Set to append the original mail content or not when
replying mails.

- Quote Symbol: Set the character used to quote the original mail when

replying mails.
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Attach vCard: Attach the vCard when sending the mail.
- Forward .eml Mails Inline: Open the .eml attachment in reading pane

when forwarding the email.

(5) Click the POP3 Retrieve tab for POP3 settings. When finished, click Save to

save the settings.

Configuration

POP3 Retrieve

Delete after retrieval Do nothing v

Add a tag after retrieval Mone ¥

Tag as unread after retrieval * Default Remove Reserved
Save Cancel

- Delete after retrieval: Select the way of deleting the mail receiving
from POP3.

- Add a tag after retrieval: Add a tag on the mail receiving from POP3.

- Tag as unread after retrieval: Select the way of the mail status, you can
choose to remove the unread tag, or choose the default setting (mark

as unread).

(6) Click the IMAPA4 Retrieve tab for IMAP4 settings. When finished, click Save

to save the settings.

Configuration

IMAP4 Retrieve

Delete Synchronously ® Disable Enable
Backup to Recycle Bin Disable Enable
Save Cancel

- Delete Synchronously: When you delete the mail, you also want to

delete it form the server immediately or not.
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Backup to Recycle Bin: When the “Delete Synchronously” function was
enabled, you can choose moving the deleted mail to Recycle Bin or
delete it immediately from server.
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10.8 How to Change Theme?

System provides different themes to users. Click Preference on the left menu,
expand Personalization and click themes to the theme setting page. Users can
choose different themes they want in this setting page.

kei v | Themes
Compose

Folders
Contacts
My Drive . ‘ .
Info Center f-"\} ‘ . ’ . .

|
0000000
» FY Privacy - N

v 9¢ Personalization PRy \ ‘ ‘ ' . ‘ .
o

= Profile

= Shortcuts

| #325¢ca2
‘

= Configuration
= Themes

= Signature

. Tags Save Cancel
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10.9 How to Create and Use Signature?

® How to Create Signature?
(1) On the left menu, click Preferences, expand Personalization, and select
Signature.

- userl Signature
Compose
Folders New Signature
Contacts

My Drive Default| Title

No Signatures Found

Info Center

» FJ Privacy ‘ OK
v 3¢ Personalization

= Profile j

= Shortcuts

= Configuration

=« Themes

= Signature

« Tags

« Left Menu

(2) Inthe [Signature] page, click New Signature to create a new signature.

Signature

New Signature

Default| Title Format | sSize | Edit | Delete

No Signatures Found

® No Signature Append Signature Insert signature while composing

OK

(3) Inthe [Add Signature] page, enter your signature title and edit your

signature.
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(4)

(1)

(2)

(1)

Edit Signature

Add signature to vour cutgemg mails.

Signature Title: |TEST

il
it

HTML Editor Te ~w TA T B T U =
TEST ONE TWO THREE

TEL: 123456

Click Save to save the signature.

How to Use Signature?

To append signature to outgoing mails, in the [Signature] page, select the
Append Signature option.

In the [Signature] page, there are three options of using signature.

New Signature
Default| Title | Format | size | Edit |Delete
TEST HTML 252 s £
* No Signature Append Signature Insert signature while composing
0K

- No Signature: The system will not add the signature to mails when you
send or compose them.

- Append Signature: the system will add the signature to every mail
when you send them.

- Insert signature wile composing: when you composing mail, system will
automatically insert the signature to your content.

You may create 32 different signatures. If you have multiple signatures,

please set a default signature.

How to Edit Signature
You can click the ' button to edit the signature.

213



Signature

Mew Signature

Default| Title Format Size | _Edit |Delete
. Open Plain Text 149 () )
*' No Signature Append Signature Insert signature while composing
0K
(2) When finished editing, click Save to save the changes.
How to Delete Signature?
(1) Clickthe ™ button to delete the signature.
Signature
Mew Signature
Default| Title Format Size | Edit |Delete
. Open Plain Text 149 () )

(2)

*' No Signature Append Signature Insert signature while composing

oK

In the confirmation window that appears, click OK.
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10.10  How to Set Auto-Reply?

When you are unable to check your mails regularly (i.e. you are on a business
trip), Auto-Reply can be helpful as it automatically sends mail replies to your
contacts to inform them of your absence.

(1) On the left menu, click Preferences, expand Mail Options, and select
Auto-Reply.

- usert Auto-Reply
Compose
Activate Auto-Reply
Folders
Contacts

My Drive

Info Center

» [P Privacy
» ¢ Personalization

v & Mail Options

= Auto-Reply

= Aulo-Forwar
« Filters
» © Spam Protection

» (@ Account Delegation

(2) Inthe [Auto-Reply] page, check the Activate Auto-Reply box, enter your

auto-reply content, and specify the auto-reply interval.
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Auto-Reply

1# Activate Auto-Reply

I will be back in the office on 15th Oct.
Please contact my coworker Mike.

Reply Content:

¥ Set automatic reply for specified period (GMT+08:00) Asia/Taipei

Daily Weekly Custom

2016/10/19 16:59 ~ 2016/10/20 16:59 [

0K Cancel

(3) Click OK to save settings.
(4) To disable Auto-Reply, uncheck the Activate Auto-Reply box.
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10.11 How to Set Auto-Forward?

By enabling Auto-Forward, mails received in the system are automatically
forwarded to other mailboxes (e.g. your primary mailbox).

(1) On the left menu, click Preferences, expand Mail Options, and select
Auto-Forward.

- userl Auto-Forward
Compose
Activate Auto-Forward
Folders
Contacts

My Drive

Info Center

» Fp Privacy ‘

» 9¢ Personalization

v & Mail Options ‘
= Auto-Reply |

= Auto-Forward

= Filters
» © Spam Protection

» (@ Account Delegation

(2) Inthe [Auto-Forward] page, check the Activate Auto-Forward box, enter up

to 3 target addresses, and specify the auto-forward interval.
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Auto-Forward

¥ Activate Auto-Forward

Incoming mails will be forwarded to the following email addresses (maximum 3 email
addresses). Click Clear to remove an address.

Email Address 1: Clear
Email Address 2: Clear
Email Address 3: Clear

Save Sent Copy
| ¥| Set automatic farwarding for specified period (GMT-05:00) America/New_York

Daily Weekly Custom

OK Cancel

(3) After the settings, click OK.
(4) Toremove a target address, click the Clear button.
(5) To disable Auto-Forward, uncheck the Activate Auto-Forward box.
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10.12  How to use Account Delegation?

Users can use account delegation function to allow other users to login their

account to receive and send email.

® How to add account delegation rule?
(1) Select Preference on the left menu, expand Account Delegation and
click Activation.

- ke v

Compose
Folders
Contacts

My Drive

Info Center

» [ Privacy

» ¢ Personalization

» & Mail Options

» (& Spam Protection

» (@ Account Delegation

| = Activation

« Expired

(2) Click Add to create new delegation rule.

Add | Edit Account Delegation X

Subject: |

Authorized Peried: [ Period (GMT+08:00) Asia Taipei

Authorized Account: | Add (The account must be m the same demam)

Account Delete

No authenized account.

OK Cancel
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(3) You can edit the delegation rule by click the subject.

Activation
Add  Delete
[ |status | Subject | Period | Authorized Account | Last Login Time / Account | Login (time)
(] ] account delegation All the time zue o

® How to login the account which authorized to you?
(1) Authorized account can login in the authorized period by open the
account column drop-down menu.

N kei v

Cpm

Fdqlders

Contacts

My Drive

Info Center

| Preferences

(2) You can click the back button to return to your own account.

| < Back|| & pm

Compose

=1

[F] Inbox (107 3/1348)

(D) Todo

» & Archived Folder

x Bl cont Mol A0RMZ1RY

® How to view the login information?
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You can see the login times in the Login column, and you can see the login

record by click the number.

Log Records x
Subject. account delegation
Authorized )
Period- All the time
Activation Date: 2016/10/19 18:05
Expiration Date:  Ongoing
Total: 2
Account Login Date Logout Date Last Used Time
Zue 20161019 18:11 20161019 1811 20161019 1811
zue 2016/10/19 18:10 2016/10/19 18:10 2016/10/19 18:10
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10.13 How to Set Filters?

With Filters, you can establish a set of filter rules to manage and categorize your

incoming messages based on their subject content, size, sender and/or other

user-specified fields. For example, you can set Filters to automatically categorize

those incoming mails whose subject contains the keyword "news” into the

"news" folder.

°
(1)

(2)

(3)

How to Add Filter Rules?
On the left menu, click Preferences, expand Mail Options and select Filters.

i fanny_shen Filters

Compose

Setfilter ny
Folders

| On|
Contacts -
My Drive

Info Center

» [p Privacy |

» 9¢ Personalization

& Mail Options l

4

« Auto-Reply

« Auto-Forward

« Filters

» (O Spam Protection

» (@ AccountDelegation

In the [Filters] page, click the Add button.

Filters

Setfilter rules to filter out rule-matching mails and to perform designated actions on them.

| on| Field | status | Pattern | Action | Deadline | Edit|Delete| Order

If Mail Header Contains testtest Save the mail to Inbox X

Filter Add

In the [Add Rule] page, select On as the filter status. Then, set the filter

options, conditions, and actions.
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* On Manual Close
Set Filters

Match All "® Match Any
Subject ¥ | | Contains v

When meetthe filter rules, letthe mails

Move mails to ¥ || Inbox v (+)

Filter Reasons

Filter on Specified Interval

Notes

- When you select Attachment Size condition, the system will filter all

the attachments in the all mails.

- The Content condition includes the signature appended to the mail;

the Attachment Name and the Attachment Size conditions include the

vCard attached to the mail.

- The size unit for mails and attachments is “byte”. You can enter a

number + "k", or a number + "m" (e.g. 100 = 100 bytes, 100k =

100*1024 bytes, 100m = 100*1048576 bytes)

- You can create a new folder for the filtered files.

(4) To apply the filter on specified time interval, click the Filter on Specified

Interval and specify the interval.

#| Filter on Specified Interval (GMT+08:00) Asia/Taipei

Daily Weelkly Custom

2016/10/19 18:24 ~ 2016/10/20 18:24 [

(5) Click OK to save settings.

® How to Edit/Delete or Change the Order of the Filter?

Filters

Setfilter rules to filter out rule-matching mails and to perform designated actions on them.

| on | Field | status | Pattern | Action
If Subject Contains DVD Save the mail to DVD
I Subject Contains LifeType Save the mail to Blog
Filter Add

| Deadline | Edit|Delete| Order
@ ® ¥

@ ® ¥
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(1) You can edit the filter by click the 2 icon.

(2) You can delete the filter by click the % jcon.

(3) You can enable/disable the filter by click the / icon.
(4) If you have multiple filter rules, the upper rule will be process first. You can

change the order by click the +1 icon.
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10.14  How to Create/Delete/Manage Tags?

The Tags feature offers content-based categorization. Users may assign tags to
mails, files, sticky notes and contacts with user-specified terms. In contrast to the
rigid hierarchical categories, tagging enables multiple, overlapping associations
that make the navigation of information increasingly easier. As a single item can
have multiple tags attached to it, the classification is not only extensive but also
dynamic. To reclassify an item, simply modify its list of tags; all connections
between items are automatically tracked and updated. Further, folders are
supported to organize the tags into broad categories. This hybrid system,
completely different from the complex hierarchy of categories, aims to provide

users a new classification experience.

® How to Create Tags?
(1) Onthe left menu, click Preferences, expand Personalization, and select
Tags.

- fanny_shen Tags

Compose

Folders
Add Tag
Contacts

My Drive
No Data Foun
Info Center

Preferences

» Fp Privacy

v 9{ Personalization
= Profile \
= Shortcuts 4
= Configuration
= Themes

« Signature

= Tags

= LeftMenu

(2) Inthe [Tags] page, click the Add Tag button.
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Add Tag

Tag Name | Edit |Delete

MNo Data Found
Add Tag [x)

Please enter tag name:

test |

o] 4 Cancel

(3) Enter the tag name and then click OK.

® How to Delete Tags?
In the [Tags] page, locate the tag you intend to delete and then click the
button.

Tag Name Edit | Deleta
test £

® How to Edit Tags?
In the [Tags] page, locate the tag you intend to edit and then click the
button.

Tag Name | Edit |De|n:e

® How to Browse All Items Associated with a Tag?
(1) Inthe [Tags] page, click on the name of the tag.

Tag Name | Edit | Delete

s X

Or, when previewing/reading a mail/file/sticky note/contact, click the name
of the tag.
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@From: fanny_shen <fanny_shen@m2ktrial.openfind.com.tw>

Subject: testest
Date: Thu, 06 Oct2016 12:00:00

Tag: test
TODAY Show all items using this tag \

(2) All the mails, files, sticky notes, and contacts associated with the tag will be

listed.

Items Associated with Tag "test”

Mails List
Folders | Subject | From | Date | size
Inbox testi111 fanny_shen 16/M10/07 15:25 1K

Inbox testest fanny_shen 16/10/06 20:00 1K
2 mails /2 K

Total Mails

Back

Contacts
Contacts Type Nickname Mailbox

Mo Data Found

Back
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10.15 How to Customize Left Menu?

(1) On the left menu, click Preferences, expand Personalization and select Left

Menu.
[ ]
- fanny_shen Left Menu
Compose
You can add. remove or alterna
Folders "Preference” which ncludes thi
Contacts
Available Items:
My Drive

Info Center

» FP Privacy ‘
¥ ¢ Personalization
= Profile J
= Shortcuts

= Configuration

= Themes
+ Signature

M - T
= LeftMenu

(2) Add the items you prefer to display on the left menu and remove those you
intend to hide. To change order of the menu items, use the Move Up and
Move Down buttons.

Left Menu
Tou can add, remove or alternate erder of left menn items here.
"Preference” wliuch mchudes this settmg cannot be removed.
Available Items: Selected Ttems:
Compose
Folders
Contacts
<-Remove Move Up
My Drive
Info Center
Add-= Preferences Move Down
Save

(3) Click Save to save the settings.
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11. Calendar

The Calendar function, with its integrated features, helps you to organize your

personal/business schedule effortlessly. With an Internet connection, Calendar

information can be accessed and searched, allowing you to track and manage

your schedule anytime, anywhere.

Events

Events allow you to create and manage personal appointments and events.

(1) Reminder: Automatically sends an event reminder via email or SMS to
inform you of any upcoming event.

(2) Repeat Event: Manages events that occur repeatedly on a regular basis.

Todo Tasks

Todo Tasks manages important to-do jobs, within which you can specify the

expiration date and priority for each job.

Calendar Watch

Calendar Watch allows you to establish a list of friends' calendars for quick

access.

This chapter explains:

How to Personalize Your Calendar?

How to View Your Calendar?

How to Schedule Events?

How to Add Event from Mails?

How to Send Event Invitation?

How to View the Reply Status?

How to Use Public Calendar?

How to Export or Import the Calendar?

How to Share Calendar?

How to Subscribe to External Calendars?

How to Use Meeting Schedule?

How to Share a calendar by publishing it to a web page?
How to Synchronize Calendar with Mobile Phone?
Synchronize Calendar with Mobile Phone Using QR Code
How to Read or Synchronize Calendar using other Platform?
How to Add/Edit/Delete the Todo Tasks?
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11.1 How to Personalize Your Calendar?

® How to Use Mail2000 Calendar?

(1) click the button on the shortcuts to open the calendar page.

Search Folder o K

Mailbox Info kei@open.com

Add Info Box | | Wide-thin Layout v
Login Info ) |Forward Information
204AMNZN NG54 Surrassiil Wah | nain 17216137 Status | AutoF

(2) The Calendar preview:

o o L]
Mon Tue Wed Thu Fri Sat Sun | (&) 20140602-20140608 () [ & | [ Today | [ Day [MCTEM Wonth | [ PerpetualCalendar | [ Print |
1 oSo2Mon)  0603(Tue)  0604(Wed)  O6W5(Thu)  OBMG(Fr)  0607(Sat)  0BOB(Sun)

[ 2l =l = s[Cell 7] s

kei [ Meeting Schedule ]l Reply Status ” Personal Settings ]

All Day
9 10 (ol | el 2y | g1y | el | ey
16 17 18 19 20 21 22 08:00
23 .24 . 25 26 27 2B . 29
09:00

30
e 10:00

A000~1800
Meeting Hiking
rl
@ My calendars 1100
ol ET ]

12:00
Lunch date

@ 4 Someone's shared -

13:00
' Book club
@ 4 Public calendars

& R |
£ B |

& I | ..,

17:00

19:00

Dinner date
20:00

21:00

22:00

bGoe

® Calendar User Interface Layout
(1) Mini Calendar:

Display current month. Users can hide and display the mini calendar by click

the S button.
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(2)

(3)

June ¥ 2014 T

Mon Tue Wed Thu Fri Sat Sun
1
2 3 - 51 6 7 g

9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30
e
Left Menu:

My calendar: User’s personal calendar list.

Someone’s shared: The calendars that shared by someone.

Public calendars: Calendars that created by administrator and publish to

specific groups.

Add/Import/Export/Publish Calendar(s): Users can

add/import/export/publish calendar(s) by click the L+ N s Wes)

button in the left down corner.

Main Calendar Content: All calendar events will display in this area.

(4) Toolbar: In the upper side of the calendar layout. The toolbar function

includes Calendar, Meeting Schedule, Replay Status, Personal Settings and

Task settings.

How to Personalize Your Calendar?

(1) Click the Personal Setting button on the toolbar to go to the calendar

setting page.

Ekei |!——!--!+“--.!I[ Meeting Schedule ][ Feply Status ][ Personal Setlings ]

June ¥ 2014 r

Mon Tue Wed Thu Fri Sat Sun

1

a3

' My Calendar
2014/06/02 - 2014/06/08

06/02{Mon)

(2) Inthe setting page, users can change calendar settings to personalize

calendar environment.
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Default display 8
Week starts on Monday  «

Day view period 500 = 2300 =
Display Holidays Mot display v
Lunar calendar 4

Meeting Schedule
Main scheduling calendar My Calendar =

Privacy Status Mot publish v

Default display: Select the default display for your calendar
(Daily/Weekly/Monthly/Yearly).

Week starts on: Set the first day of the week.

Day view period: Set the beginning and end of your day.
Display Holidays: Not display Taiwan’s holiday.

Lunar calendar: Display lunar calendar.

Main scheduling calendar: Select a calendar as the main calendar
for Meeting Schedule.

Privacy Status:

» Not publish: No one can see your calendar besides yourself.

»  Publish the status: Viewers can only know when you are
occupied.

»  Publish all: Viewers can read all the details of your event.

(3) Click OK to save your calendar settings.
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11.2 How to View Your Calendar?

The system provides different calendar views to users. You can change the view
by click the button on the upper right side of the window.

| My Calendar

@ 201a0602-20140608 ()| [ & || Today || pay JTETEN wonth | | Pemetual Calendar | | Print |

06/02(Mon) 06/03(Tue) 06/04(Wed) 06/05(Thu) 06/06(Fri) 06/07(Sat) 06/08(Sun)

All Day

B Refresh
Click the button to update the latest information.
B Today

Display today’s calendar.
B Week

Display calendar by weekly.
B Monthly

Display calendar by monthly.

B Perpetual Calendar
Perpetual Calendar will display the whole year calendar. You can select
certain day to view the calendar on that day.

Perpetual Calendar ® w011 @

January February March April
2
1 2 3 4 5 1 2 3 4 5 6 7 8 9 1 2 3 4 5 &
6 7 & 9 1011 12 3 4 5 6 7 8 9 0 11 12 13 1415 18 7 8 9 1011 12 13

13 14 15 16 17 18 19 10 11 12 13 14 15 16 17 18 19 20 21 22 23 14 15 16 17 18 19 20

20 21 22 23 24 25 268 17 18 19 20 21 22 23 24 25 26 27 28 29 30 21 22 23 24 2526 27
27 28 29 30 M 24 25 26 27 28 31 28 29 30
May June July August
123 4 2 3 4 5 67 8 1.2 3 45 & 12 3
5 6 7 & 910 M 6 10 11 1213 14 15 7T 8 9 101112 13 4 5 6 7 8 9 10

12 13 14 15 16 17 18 16 17 18 19 20 21 22 14 15 16 17 18 19 20 1M1 12 13 14 1516 17

19 20 21 22 2324 25 23 24 25 26 27 28 29 21 22 23 24 2526 27 18 19 20 21 2223 24
26 27 28 29 30 3 30 28 29 30 25 26 27 28 29 30 3
September October November December
1 2 3 4 5 6 7 1 2 3 4 5 1 2 1 2 3 4 568 7
g 9 10 11 1213 14 6 7 & 9 1011 12 3 4 5 6 7 8 9 2 9 10 11 1213 14
15 16 17 18 19 20 21 13 14 15 16 17 18 19 0 11 12 13 1415 18 15 16 17 18 19 20 21
22 23 24 25 26 27 28 20 21 22 23 24 25 26 17 18 19 20 21 22 23 22 23 24 25 26 27 28

29 30 27 28 29 30 ¢ 24 25 26 27 28 29 30 29 30 3
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B Print
Click Print button to print the current calendar.

® Calendar Visibility

On the left menu, you can decide which calendar you want to display. Click

the ~ icon or the & icon to display or hide the calendar.

@ : Displayed the Calendar

= : Hidden the Calendar

@ 4 My calendars

4 Someone's shared

@ 4 Public calendars

8

You can also click the ~ icon or the & icon on the on the first layer, and
it will change the visibility of the second layer.

235



g 4 Someone's shared

A Public calendars
[
L
<
L
< I

Or you can mouse over on the calendar you want to look at, and the
calendar will be displayed.

(0 e _<|oow v 0

Mon Tue Wed Thu Fri Sat Sun @ 2014050 @ Jo| Tday | [ Day m Month | [ Pemetual Calendar | | Print |
26 27 28 2930 31 1
[z 3] 4l s[ s 7]l 8f|| aioay
9 10 11 12 13 14 15
16 17 18 19 20 21 22 08:00
23 24 25 2627 28 29
09:00
o[ 2| Il = =
= 1000
Q A LLDELETE 11:00
ol —
@ Family Schedule

13:.00

Q 4 Someone's shared

14:.00

@ 4 Public calendars

15:00

16:00

17.00

18:.00

19:00
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11.3 How to Schedule Events?

(1) Inthe calendar page, select or click the date and time you want to schedule
an event. After that, you will see the new event page.
(2) Inthe new event page, you can set event, attendee, repeat and other
settings.
B Event
@ Target: Add the event to the selected calendar..
€ Subject: What the event is about.
€ Time: Set the start and end times. If you check the All day box, the
event shows as a all day event
€ Location: Where this event will be held.
€ Content: Detailed information.

b 4

Event Attendee Repeat Other
Target: My Calendar v

) 2014/06/05 12:00 v |~ |2014/06/05 14:00 =
Time:

All Day
Subject: |
Location: |
Content:
&

Notes: You can also use the mouse to adjust the calendar editor

range when you're editing events.
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Event

2014/06/05  |[12:00 v |~ 2014/06/05 || 14:00 v |

Time

[ all Day

Subject: |
Location: |

Content:

| OK ][ Cancel |

Attendee

If the attendee is in your contacts, when you entering attendee or Optl.
attendee, type few characters will display a list that matched
(auto-complete).

BT

alex_lal <alex_|al@openopenct

buxbux_buxb <buxbux_buxb@«

| Optl. attendee |: |

€ Attendee :
—  Type the email address and click Add button, and the email
address will be added as the event’s attendee. If you want to
delete the attendee, click the " button.
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With the function that calendar integrated with contacts, you
can click the button and select attendee

directly from contacts.

Optl. attendee | ¢ |

fhAddress Books - Contacts View Directory(/ Top)
& \ly Contacts (@) Add to attendee |+ Tools * Switthto » | Search Cont

a [ [Type| Nickname | Address | FirstName | Department |

f = A [ e e e
[ &= emma_wang emma_wang

ms','stem ¥ - derek_chen derek_chen

If you want to change the attendee to Optl. attendee, click
the account name and click Add to Optl. attendee, then the
attendee will change to Optl. attendee.
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marketingi@open.com |

Add to Optl. attendee

€ Optl. attendees :

—  Optional attendee means people can choose whether to
attend this event or not. To add optl. attendees, enter the
email address and click Add button, and the email address
will be added as the event’s optl. attendees. If you want to
delete the optl. attendees, click the "~ button and the Optl.
And the attendees will be deleted.

—  With the function that calendar integrated with contacts, you

can click the button and select Optl. attendees

directly from contacts.

| Atendee |

Optl. attendee |

-

fRAddress Books [ Contacts View Directory(/ Top)

& \ly Contacts (@) Add to attendee |+ Tools * Switthto » | Search Cont
a [ [Type| Nickname | Address | FirstName | Department |
i

[ e emma_wang emma_wang

dasystem # @ derek_chen derek_chen
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— If you want to change the Optl. attendee to attendee, click
the account name and click Add to attendee button, then the

Optl. attendee will change to attendee.

sales@open.com
Add to attendee

€ Send Invitation: If you want to send invitation to your attendees
and optl. attendees, please click the check box in front of Send
invitation.

B Repeat
€ Repeat: Schedule the event to repeat regularly. You can choose
Not repeat, Daily, Weekly, Monthly or Yearly.
€ On: If you choose weekly or monthly repeat, you can make the

event repeat on certain day.
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€@ Starts on: The recurrence starts on this date.
€ Ends: The recurrence ends on this date.

Event Attendee

Repeat: | Weekly v
Repeat eveweeks

[ Monday | saturday

[ Tuesday [ Sunday
[l wednesday

¥ Thursday

[ Friday

Starts on: 2014/6/5
Ends: ® Never

Q@ Repeat uccurrences
) On|2015/06/05

| OK || Cancel |

B Other
€ Time Zone: Select the time zone.
€ Reminders: Remind you the event by sending reminder on specific
time to your email, Smartphone (not SMS) and Browser
Reminders.

Event

Time zone: | (GMT+08:00) Asia/Taipei

O Smartphone(not SMS) and Browser Reminders
[ Email reminders

Reminders:

(3) Click OK when finished.
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® How to Edit/Delete Events?
To edit or delete events, please click the event, and click Edit or Delete
button.

Delete

® How to Edit/Delete Repeated Events?
To edit or delete repeated events, please click the event, and click Edit or
Delete button. You have the options as follows:
B Only this event: Only do one time edit/delete.
B Following Events: This event and the recurrence in the future will all be
edit/delete.
B All Events: edit/delete all events in the series.

Only this vent |

' Following Events |
" All Events |
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114 How to Add Event from Mails?

(1) When previewing/reading a mail, you can click the icon to add event

from mail.

@From: fanny_shen <fanny_shen@m2kirial.openfind.com.tw>
Subject-test1111 O|mlE|a] ]
Date: Fri, 07 Oct2016 07:25:55

Tag:  test f' Piain Text _TITTENRNS

(2) Inthe [Create event to calendar] page, you can do the settings including
Target, Time, Subject, Location and Content.

Target: MyCdenar .

|2016/10/20 |[18:30 v |~2016/10/20 |[19:00 v |
[ Al Day

Time:

Subject: | dinner date

Location: |

Hi Mike,

Don't forget the dinner tomorrow!

Content:

Characters 44 [ 4096

— Target: Add the event to the selected calendar. (Only list the calendar
that you can edit)

— Subject: The subject for this event.

— Time: Set the start and end times. If you check the All day box, the
event shows as a all day event

— Location: Where this event will be held.

— Content: Detailed information.
- Plain Text.
- Maximum Character is 4096.

B The current characters Characters44/4006  displayed in the lower right
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corner of the content.

You can click the check box Reminderme.  to remind you the event
by sending reminder on specific time to your email, Smartphone (not
SMS) and Browser Reminders.

You can click the [ E%™ | hytton to view and edit more information

on the calendar.
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11.5 How to Send Event Invitation?

(1) If you want to send the invitation, please click the Send invitation check box
when adding new event. The system will send email to attendees and optl.
attendees. Besides, if the event content has been changed, please enable

this function, and the system will resend the invitation.

marketing@open.com

sales@open.com

v

(2) The invitation email
® When receiving the invitation email, you can click Add to Calendar to

add this event to your calendar.
® You can click the Yes, Maybe, No button to reply your choose to attend

the event.
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(¢ Reply (@ ReplyAll &) Forward - | (@) Tag ~ (= Moveto | Spam + (X) =

EFrom: kei <kei@open.com:=
To: chin@open.com
Subject: Callenda_r Invitation - Meeting @ 2016/10/20 14.00:00(Asia/Taipei) ~ 2016/10/20 15:00:00(AsialTaipei)
: (kei <kei@open.com=)
Date: Thu, 20 Oct 2016 19:04:38
Attachment: [ [#|mestme cs(1k)

Calendar Invitation

Meeting

Date 2016/10/20 14:00:00(Asia/Taipei) ~ 2016/10/20 15:00:00{Asia/Taipei)

Calendar Invitor:
kei <kei@open.com>,

Aftendee:
chin<chin@open.comz,

Location office

Content

Attend this meeting? ACEIN -  Maybe - | No

Calendar

Subject: Meeting Add to Calendar

Date: 2016/10/20
Time: 14 :00-15:00

Location: office
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11.6  How to View the Reply Status?

The system offers you to view all invitation replies by attendees and optl.
attendees.
(1) Inthe calendar page and click Reply Status button.

m usert [ Meeting Schedule

© October v|2016 v| ©

Reply Status ]| Personal Settings |

Mon Tue Wed Thu Fri Sat Sun [ (@) 2016/1003-201611009 () | @ |

oY 21 0l03(Mon)  10/04(Tue) 1)

10 11 124 13 b1 w15} el 6

1574wl B) el O} w20} | 215 #223 w23 08:00
24 25 26 27 28 29 30
31 09:00

(2) Inthe reply status page, you can see the status for every event. You can click
the number on for each status for detail information.

o st No Response Acceplad: 0
2016/10/04 10:.00 ~ 2016/10/04 12:00 Dechined onsider.
billy
No Response
< 12412 No Response. | . Accopled. 0
2016/10/04 12:30 ~ 2016/10/04 15:00 Declined: 0 , Consider: 0
(= No Response. ( , Accepled. 0
2016/10/04 1400 ~ 2016/1004 1600 Mecong-Test Declined 0 , Consider 1
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11.7 How to Use Public Calendar?

The system offers public calendar for administrator to arrange resources or
announce public events.

® How to Add New Events on Public Calendar?

(1) Click the public calendar which you want to add events.

@ |[June  vl2014 v| @

Mon Tue Wed Thu Fri Sat Sun @ 2014/06/02 - 2014/06/08 (—:))
1
EEREDEK
9 10 11 12 13 14 15
16 17 i8 19 20 21 22
23 24 25 26 27 28 29
30

~—
A
@/ My calendars 1100
@/ My Calendar =
12:00 12:00~13:00
@/ Family Schedule / Lunch date

13:00

@/ 4 Someone's shared
@/ 4 Public calendars

14:00
15:00

] 16:00

17:00

(2) Inthe calendar page, select or click the date and time you want to
schedule an event. After that, you will see the new event page. In the
new event page, you can set event, attendee, repeat and other settings.

B Event
@ Target: Add the event to the selected calendar..
€ Subject: What the event is about.
€@ Time: Set the start and end times. If you check the All day box,
the event shows as a all day event

Location: Where this event will be held.

L 2R 2

Content: Detailed information.
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Event

2014/06/04 |[14:00 ¥ |~|2014/06/04 || 15:00 ¥ |

Time:

] Al Day

Subject: |
Location: |

Content:

B Attendee

€ Attendee: Type the email address and click Add button, and
the email address will be added as the event’s attendee. If you
want to delete the attendee, click the '~ button.

€ Optional attendee means people can choose whether to
attend this event or not. To add optl. attendees, enter the
email address and click Add button, and the email address will
be added as the event’s optl. attendees. If you want to delete
the optl. attendees, click the = button and the Optl. And the
attendees will be deleted.

€ Send Invitation: If you want to send invitation to your
attendees and optl. attendees, please click the check box in
front of Send invitation.

mike@open.com
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*

*

Repeat

Repeat: Schedule the event to repeat regularly. You can
choose Not repeat, Daily, Weekly, Monthly or Yearly.

On: If you choose weekly or monthly repeat, you can make the
event repeat on certain day.

Starts on: The recurrence starts on this date.

Ends: The recurrence ends on this date.

Event Attendee

Repeat:  |Weekly v
Repeat everfeelcs

[ Monday [ | saturday

[ Tuesday ] sunday
¥ Wednesday
[ ) Thursday

[ Friday

Starts on:  2014/6/4

Ends: ® Never

Qo Repeat nccurrences
' On|2015/06/04

| Other

*
*

Time Zone: Select the time zone.
Reminders: Remind you the event by sending reminder on
specific time to your email, Smartphone (not SMS) and

Browser Reminders.
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Event

Time zone: | (GMT+08:00) Asia/Taipei v

O Smartphone(not SMS) and Browser Reminders

Reminders:
! Email reminders

(3) Click OK after settings.
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11.8 How to Export or Import the Calendar?

(1) Click the &Y putton on the left down corner. And in the [File Download]
window, click Save to export the calendar.

tanny_snen [ Meeting Schedule ] [ Reply Status ] [ Personal e

o locober |20t | o | [/ MyCalendar,

Mon Tue Wed Thu Fri Sat Sun | (&) 2016110 () o
171 monday  Twesday W
3 4] s sl 7] 8] o o
[ 10] 11 12] 13][14] 15 16] / EE—
[ 17][ 18][ 19] 20][21][22][ 23] e
| 24| 25| 26| 27][28] 29| 30] 3 4
[31] '
Y 10
@ 4 My calendars m o

ey [wycaenaar L L

@ D Someone's shared
@ 4 Public calendars
7 04:00 No Subjec

Cjeea | e —

-

II
e 1§

[+ ce]

(2) Click the a button on the left down corner. And in the [Import Files] page,
choose the file you want to import and click Import button to import your

calendar.

| I LU UU

Import ICS/ZIP file @

ICSIZIP file: R

/

[+ L5 Wce]
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11.9 How to Share Calendar?

You can share your own calendar with others, and allow particular users to see
and edit your calendar.
® How to Share Your Calendar to Others?
(1) Inthe calendar page, click the calendar you want to share from My
calendar, and click the Share With button.

Preferences

Q 4 My calendars
o]

@ D Someone's shared

Share with...

Cal URL

I N N N N
| N ) ]
SN ) Sl U
Bl BN
_ | e |

Q{ 4 Public calendars

(2) Enter the Shared accounts and select the privilege setting, and click the

Add button to add shared account.

Privilege Setting:

€ Read Only means the shared account can only read your calendar.

€ Editable means the shared account can read and edit your
calendar.

€ Edit their own created event means the shared account can read
your calendar and edit/create events on your calendar.

Shared accounts:

Privilege Settings:  ® Read only "' Editable ' Edittheir own created event

People Privilege

(3) Click OK when finished settings.
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How to Read or Edit other user’s Calendar?
When other people share their own calendar with you, the shared calendar
will appear in your Someone’s shared calendar list. Click that calendar and

you can start to read or edit it.

249 25 26 27 28 29 30
31
~y

@ 4 My calendars
‘@J‘ My Calendar

@/ test

@' 4 Someone's shared
P
@ My Calendar II

.ﬂ‘ | 4 Public calendars v

86y
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11.10 How to Subscribe to External Calendars?

User can subscribe to external calendars via iCalendar URL.

(1) Click the Ed button on the lower left corner.

Py

L 4

October v|2016 v © v '"w Calendar

Mon Tue Wed Thu Fri Sat Sun | (&) 2016/1003-2016/1009 ()| ¢ | | Today || Dj
5 - ~ 10/03(Mon)  10/04(Tue)  10/05(Wed) 1
3 4] s|[ ] 7] 8] 9 =
10, 411 w12 k13 4 a5 w6 | |
17, 418 19 20 21 22 23 08:00
24 25 26 27 28 29 30| |
- 09:00
= 10:00
i/
@ A My ca Add calendar

Personal | Subscribe

(2) Inthe Subscribe tab, enter the Name and iCal URL.

Add calendar E]

Personal Subscribe ‘

Name:

iCal URL:

(3) Click OK when finished.
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24 25 26 27 28 29 30
31

@ 4 Subscribe Calendar
e tost cu

@ 4 Someone's shared

of ez |

@ 4 Public calendars

L+ e
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11.11 How to Use Meeting Schedule?

When you want to schedule a meeting, you need to know attendees’ schedule.
You can view attendees’ schedule via Meeting Schedule.

® Main screen introduction
Click the Meeting Schedule button on the toolbar and you can see the
meeting schedule page.

Meeting Content Meeting Schedule

Button

| Cancel

(1) Meeting Content: You can do the settings for the meeting including
selecting calendar, choosing attendees and optl. Attendees and
entering event information.

(2) Meeting Schedule: You can find the best time for your meeting by
analyzing when recipients and meeting resources, such as rooms, are
available.

(3) Button: You can use Check Conflict Events to make sure all the
attendees are available. You can also save, reset or cancel the meeting

by clicking the button here.

® How to use meeting schedule?
Meeting Schedule can help you reserve meeting resources or invite
attendances.
Just selecting the meeting time and setting the relative contents and clicking
Save button to finish the Meeting Schedule.
(1) Click the Calendar tab of Meeting Content area. You can choose one of
My Calendars or Public Calendars.
B My Calendars: Select one of My Calendars as the main calendar
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for Meeting Schedule.

B Public Calendars: Select the meeting resources from the list of
Public Calendars, e.g. projector, notebook, meeting room. You can
see if the meeting resources are available or not by click their
public colanders.

Meeting Content Meeting Schedule

calencar | Attendee [ Event info. @® 20t6n003-2016M009 () [ e | [ wy || oo IEETE woom
1003(Mon)  1004(Tue)  1005(Wed)  1006(Tha) 1007 (Fri) 1008(Sat) 1009 Sun)

My calendars

All Day
test -
08:00
Public calendars

B 09:00

c d 10:00 & i

1100
= | ‘
.

12:00
13:00

14:00

: Sca == 15:00

(2) Click the Attendee tab and type emails of attendees and optl.
attendees. When the attendees or optl attendees set their Privacy
Status as Publish Status or Publish All, you will see their calendar on
the Meeting Schedule area.

mpm [ Reply Status ][ Personal Settings ][ Admin, Seltings ]

Meeting Content Meeting Schedule
Calendar [Anendee [ Eventinfo. | @ 202n10s-20211m ) (= CelilTodey. |
- 11/05(ton) _ 11/06(Tue) _ 1107(Wed) _ 11/08(Thu) __11/09(Fri)
‘Attendee(s) ¥ ¥ f f
. All Day
[ | : !
= 08:00
[ useroo1@m2kirial opentind.com tw X
Iuserooz@mzmal.openmu.comm b 4 0000l

10.00

11:00

i 12:00

Optl, attendee(s) [V Display status

! |
| usernoa@maktrial.openfind.com.tw X

onfict events 7] Send invitation
‘ Reset ]ﬂ‘ 1900

(3) Click the Event Info. tab and you can edit the event information
including Subject, Location, Content and Reminders.
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(4)

(5)

Meeting Content

Calendar [ Attendee [ Event info.

Subject

test

Location

Content

none|

Reminders

Motification

Smartphone(not SMS) + Browser

Email Motification

In the Meeting Schedule area, users can drag-and-drop or click the

date you want to schedule a meeting, After that, you can edit the

meeting information.

2016/10/05
Time:
All Day
Time zone: | (GMT+08:00) Asia/Taipei
Repeat: Mot repeat ¥
| OK || Cancel |

10:00 » |~ |2016/10/05

10:30 »

In the Button area, you can use Check Conflict Events to make sure all

the attendees are available.

open.com says:

Please check the conflict events; then complete this agenda

OK

Cancel

You can also save, reset or cancel the meeting by clicking the button

here.
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11.12 How to Share a calendar by publishing it to a web page?

® \When | want to share one calendar, how do | know the HTML Calendar URL?
(1) Inthe calendar page, choose the calendar you want to publish, click L]
button and click Cal URL.

M D Someone's shared

M 4 Public calendars

&

LT

(2) Select the Publish type.

O

Not publish v

Not publish
Show status only
https://m2km2ki Publish all

bin/calfcal_publish?
token=ZaZalallBtZC5@cmlhbCSveGYUZmluZCS jbUBtdHemMQ

#DD%DD

(3) Select the Privacy Settings:
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Type: Synchronize * Publish

Privacy Settings: Mot publish ¥ || Save
. Not publish v
The type of this cz Show status only

https:/ /m2km2iq Publish all Fei-

#DD%DD

L g ey e

token=ZaZalallBtZC5@cmlhbCSveGYUZmluZCS jbUBtdHemMQ

Flease enter this URL into yvour browser to read the content

directly.
QR Code:
Status Behavior
Not publish No one can subscribe your calendar via this URL.

Show status only

Other users only see your free/busy time after they

subscribe your calendar via this URL.

Publish all

Other users can check all the detail information of your

schedule after they subscribe your calendar via this URL.

(4) Select the HTML type of this calendar URL, and the system will shows
you the calendar URL and QR Code. You can easily publish your

calendar by sharing this calendar URL or QR Code.
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Type: Synchronize * Publish

Privacy Settings: Mot publish v

The type of this calendar URL: HTNL v

https://m2km2kal.openfind.com.tw/cgi-
bin/calfcal_publish?
token=ZaZalallBtZC5@cmlhbCSveGYUZmluZCS jbUBtdHcmMQ
%D0D%0D

Please enter this URL into your browser to read the content
directly.

QR Code:

® When | want to share more than one calendar, how do | know the HTML
Calendar URL?

(1) Click the @ button on the lower left corner.

(2)

5 & oE]

prefer to publish.

In the Publish Calendars page, select one or more calendars that you

Notes: Your need to make sure your calendar’s Privacy Settings as
Show Status Only or Publish All.

Publish Calendar

(%]

Already generated calendar URL

Choose a personal calendar to publish

My Calendar test

| Generate URL || Cancel
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(3) After click Generate URL button, you will see the calendar URL. You can
easily publish more than one calendar by sharing this URL.

Publish Calendar @

Already generated calendar URL
ttp: //mzktrlal openfind.com.tw/cgi- b1n/ca1/cal_pub11sh’

Choose a personal calendar to publis

¥ test

|[ Generate URL Ii Cancel |
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11.13 How to Synchronize Calendar with Mobile Phone?

If you want to sync your calendar with your mobile device, you need to know the

URL for your calendar first.

How do | know the Calendar URL or QR code?

(1) Inthe calendar page, choose the calendar you want to sync, click L]
button and click Cal URL.

& D Someone's shared

M 4 Public calendars

(2) Select the Synchronize type. For the type of this calendar URL, if you
are using iOS device, please select CalDAV (iOS). After that, you can see
the URL and QR code that you need.

CalDAV

. N CalDAY
https://m2ktrial.openfind

bin/cal/caldav/calendars/ CalDAV (DS}I
. com.tw/default CalDAV (i0S, manually)
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® How to synchronize mobile phone with calendar?
You can scan the QR code or do the following steps to finish the settings.
(1) Gointo the Settings/Calendars/Accounts/Add Account/Other/Add
CalDAV Account

(2) Enter the account information and click Next to finish the settings.
B Server: CalDAV (iOS) URL
B User Name: Email account
B Password: Password for your email account

ssesC 5:41 PM 7 100% s #
Cancel CalDAV Next
Server http://mZ2ktrial.openopen.com/cgi-bin/cal...

User Name john@open.com
Password eeesssee

Description http://m2ktrial.openopen.com/cgi-bin/cal...

123 space return

(3) After the verification, you can see the calendar in your mobile phone.
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11.14 Synchronize Calendar with Mobile Phone Using QR Code

You can scan the QR code of calendar to complete synchronization with your iOS
device.
Notes: We are currently only available in iOS devices for use QR Code.

(1) You can search and download the free QR Code Application in App Sore.
(2) Install the application, and open it.
(3) After you open the Scan App., aim the camera at the QR Code.

(4) Select Open in Safari.
(5) Install Profile.
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Safari eeeeo 4G 6:27 PM 7 100% B #

Cancel Install Profile Install

kei@openf.com
Openf

Signed by Mot Signed

Description Mail Calendar CalDAV Profile

Contains CalDAV Account

Accounts 1

(6) Enter Password.
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Safari eeeeo 4G 6:28 PM 7 100% B #

Cancel Enter Password Next

ENTER YOUR PASSWORD FOR THE CALDAV SERVER
“KEI@OPENF.COM"”

Requested by the “kei@openf.com” profile

g w e r t y u i o p

S W N W— W W— — — — —

a s d f g h j k |

[ W W W W W— W— E— —

.zxcvbnm.

(7) After you open your Calendar on your iOS device, you can start to

synchronize it.
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11.15 How to Read or Synchronize Calendar using other Platform?

The system support Outlook calendar, Google calendar and Thunderbird

calendar.
Environment Protocol Type Dataflow
Outlook iCalendar Publish One way, read only
Google iCalendar Publish One way, read only
Thunderbird CalDAV Synchronize Two way
31 i
.~

10:00

()

@J' 4 My calendars

Ll
@jlwcaleﬂdﬂf Type: '® Synchronize ' Publish
i

i The type of this calendar URL:| CalDAV v
@ test .

http://m2ktrial.openfind.com.tw/cgi-
f . bin/cal/caldav/calendars/userl¥48m2ktrial.openfin
Cg}' 4 Someone's shared d.com.tw/access20344

éﬁj My Calendar

You can set the Privacy Setting when you using iCalendar to publish your

calendar.

Privacy Settings:| Fublish all A

i Mot publizsh
Th T this ct
e type of this cg Show status only

http: //m2ktriza Qe E]] =

Status Behavior
Not publish No one can subscribe your calendar via this URL.
Show status only Other users only see your free/busy time after they subscribe your

calendar via this URL.

Publish all Other users can check all the detail information of your schedule after

they subscribe your calendar via this URL.
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Type: Synchronize '® Publish
Privacy Settings: Publish all v || Save

The type of this calendar URLI iCalendar v |

ttp://m2ktrial.openfing |l o .

bin/cal/ical_publish/icaje iCal (Google, iOS)
token=LdXN1cjFAbTIrdHIpvi HTML 235
I%3D

Please enter this URL to the relative position of software, which
can support the one-side subscribing iCalendar; e.g. Outiook
More detailed explanation will be shown in the user guide.
Through scanning QR Code on smartphone, you can copy the
above URL

QR Code:
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11.16 How to Add/Edit/Delete the Todo Tasks?

® How to Add Todo Task?
(1) Inthe calendar page, click the Task button.

| Task 3 I

Day m Month | | Perpetual Calendar ' Print

(2) When expanding the Todo tasks, click the & button to do the
settings.

Task "1!

(3) Inthe setting page, you can enter the subject, select how important is

this task, set the due date and select the status.

Task setting @

Subject =T

Impnnance .‘I' W w W W A W W T W oW W W

Due Date:  |2016/10/07

test

Content:

Status: Completed g},

® How to Edit/Delete Todo Tasks?
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(1) You can click the task to edit it.

Task 0

0 @
test

) ¥

After you finish editing the task, click the Update button to save the

changes.
Task setting @

Subject RSt
Importance ® » * * * * * * ok ok * * ok ok kK
Due Date: 2016/10/07

test
Content
Status Completed &),

' Updale [ Close

(2) You can click the @ button to delete the Todo task.
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12. Smartphone Module

For the convenience of using email service on the smart phone, we provide smart
phone users the web service and the application to connect email account to

their Android device and iOS device.

This chapter explains:

How to Starts Using Smartphone module?

How to Use Your Mailbox on Smartphone?
Composing a new Email on Your Smartphone
Reading Email on Your Smartphone

Searching Email on Your Smartphone

Click the Phone Number in the Email to Make a Call
How to use New Mail Notification?

OTP Authentication with @Mail2000
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12.1 How to Starts Using Smartphone module?
(1) Open the HTML-compatible browser on your smart phone.

(2) Typein the URL that you usually login your email account and enter the login

information.

“~\ Openfind™

V=) MAIL2000

user

remember account Remember password

Traditional Chinese (v]

Sign

(3) After that, you can start using your email on your smart phone.
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g 2> .l &1 15:08

A NN =

’ 10/08 12:20
_‘ Returned Mail: Read/Write ...

"~ MAILER-DAEMON(Mail Deliv...

10/08 11:21
Returned Mail: Read/Write ...

"~ MAILER-DAEMON(Mail Deliv...

10/08 08:06
System Daily statistics (20...

adm(—)

10/08 00:06
j Periodical Audited Mail Re...

adm(—)

Fioro7r "
10/07 (8 6;

(] System Daily statistics (20..:
adm(—)
10/07 C')Z-b? {
(] Periodical Audited Mail Re..

adm(—&l=)

>

’

>
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12.2 How to Use Your Mailbox on Smartphone?

The “Default home page” is the first page after you login and you can change this
setting as you need

The Folder operations are explained as follows.
(1) Tapthe Ead button can go back to the default home page.
(2) Change Folders: Click the [+ nbox ] drop-down menu to change

folders.
= 100 % .l =21 15:08

@ https://m2ktrial.ope... () l_'|E|
. -- Change Fold...

Inbox
Mail2000
openfind
111

555

444

Sent Mail

Draft

Recvcle Bin

(3) Main Menu: Tap the E button in the upper right corner.
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IO 2> .l (22 15:08

[=f compose

P< New Mail

i. Inbox

ll Sent

EE Address Books

;l Virtual Folder

@ Folder
[ Periodig Q Search

am(—&\

(4) Batch operation: You can select single or multiple mails and click the Delete,
Forward, Move to and Tag button

g0 2 il &2 15:09

A AN =

U/ 038 10/08 12:20
~|Returned Mail: Read/Write ... >
MAILER-DAEMON(Mail Deliv...

10/08 11:21

" Returned Mail: Read/Write ...
~ MAILER-DAEMON (Mail Deliv...

10/08 08:06
[¢| System Daily statistics (20... >

adn

10/08 00:06
| Periodical Audited Mail Re...  »

173\7-‘.\‘

I 10/07 08:06
System Daily statistics (2042%>

aami

10/07 00:06

= 8 ®

Forward Move to

(5) Reload: Click the () icon to reload emails.
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P~

(6) Search: Click the © icon to search emails.
(7) Reading Email: click an email on the screen.
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12.3  Composing a new Email on Your Smartphone

(1) Tapthe E button in the upper right corner to open Main Menu.
(2) Tap the Compose button to compose a new email.

(3) Inthe [Compose] page, enter the email address in the To, Cc and Bcc fields.
When entering email address, type few characters will display a list that
matched (auto-complete).

Ig = .l (81 15:10

—

Compose hv‘

user2 <user2@m2ktrial.ope...
user3 <user3@m2ktrial.ope...
user5 <user5@m2ktrial.ope...

userb <user6@m2ktrial.ope...

You may click the © putton to add recipients from Contacts.

IO 2 .l &1 15:09 [ ZIE 0 % il &1 15:10

o b

Compose IS

@ https://m2ktrial.ope... () I_'E|

user2 - user2@mz2ktrial.openf...

© cc/Bec user3 - user3@m2ktrial.openf...

user5 - user5@mz2ktrial.openf...
Upload File My Drive user6 - user6@m2ktrial.openf...
zhong_chuang - zhong_chuan...

400422266 -

h74546 -

Sy 0000 00

e

Search Contacts

(4) You can also clickthe "+ icon to remove recipient.
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0 %= Ll @9 15:10

Lsers userd gy

o

(5) Upload File: You can attach files from smart phone directly.

Notes: Because of the system limitation, only i0OS6 and Android support “Upload
File” function.

(6) My Drive: You can attach files from “My Drive”.

(7) Click the E button on the upper right corner or Send button to send the

email.

IO 2 .l 9 15:10 00 all 85 15:17

- —

- —
Compose IS Compose 5]

user2 &9/ | user3

& Cc/Bce

Signature:

Select signature (V]

Save Copy: m

Save Draft

Upload File My Drive
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12.4  Reading Email on Your Smartphone

B You can scroll to browse the email list and click the mail you want to read.

@) IO 2 il & 15:11

o e mavion G
A I —

10/08 i 10/08 12:20
~|Returned Mail: Read/Write ... >
MAILER-DAEM@N(Mail Deliv...

10/08 11:21
—Returned Mail: Read/Write ... 3
MAILER-DAEMQN(Mail Deliv...

)8:06
—Scroll to browse; . »

10/08 00:06
| Periodical AuHited Mail Re4 - |»

o ' 10/07 0%P~
System Daily|statistics (2(\x

-

10/07 00:06

n u

B When reading an email, you can “Reply”, “Reply All”, “Forward”, “Delete”,

“Move to” or “Tag” email, by clickthe E button.
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== i0n %> .l B 15:12

@ https://m2ktrial.ope... () I_'E|

« moem R

v
Returned Mail: Read/Write error over net

From Mail Deliver System <MAILER-DAE v
MON>

[ 00.eml (2K)

The original message was received at
Thu, 06 Oct 2016 10:45:41 +0800 (CST)
from user1@mz2ktrial.openfind.com.tw

---The following addresses had del'very
errors---

400422266@fju.edu.tw [Read/Write error
over network connection]

Delete

B The system will hide the over length information (i.e. mail title and mail
from). When you need to see the full information, please click it to see the
detail information.

7= 0 %> .l =1 15:20

EImEs ©
e

Sat, 08 Oct 2016 15:18:47

MailCloud, the best enterprise communi 4
ty solution. Leading brand in the world.

From user2 <user2@m2ktrial.openfind.co
m.tw>

To  userl <userl@m2ktrial.openfind.co
m.tw>

B Tapthe button to open the email in a new window, and you can zoom
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in or zoom out to see the email content.
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12.5 Searching Email on Your Smartphone

(1) Click the icon or click the Search button in the Main Menu to enter
searching page.

== 00 2 il T2 15:26

IO 2 .l O 15:26

o =t & -

10/08 15.18 [:}MaiICIo III Sent

A ;“P‘;‘.axl(iloud the best enterpri... >

[ F Address Books
10/08 12:20

— Returned Mail: Read/Write ... » .

R (3 virtual Folder

10/08 11:2)
~— Returned Mail: Read/Write ... > @ Folder
MAILER-DAEMON(Mail Deliv...
10/08 08:06 o Q Search

| System Daily statistics (20.. >
10/08 0 40" Q‘n SEttlngS

Periodical Audited Mail Re.%"
Logout

Moo

10/07 | S

System Daily statistics (28 >\ Openfind™
7/ MAIL2000

@ hitps:/im2kirial ope.. ) D]
& Search Mail

il ¢
By Subject >
By Recipient >
By Sender >
By Participant >
By Mail Content >

all Folders &
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12.6  Click the Phone Number in the Email to Make a Call

If you receive mails with legitimate phone number(s), you can click the phone
number(s) to make a phone call directly. Only the Phone Number in Taiwan can
be identified.

Notes: This function is only effective on Smartphone.
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12.7 How to use New Mail Notification?

This application supports iOS and Android system.
When you want to use this application for the first time,

(1) Download the application from
Android Market, or scan the QR code.

(2) If you use iOS device you can use this application by opening it. If you use
Android device make sure this application running with administrator

privilege. Tap the Setup button to install.
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https://market.android.com/details?id=com.openfind.m2k.notifier

needs access to

Identity

Location

Photos/Media/Files

Device ID & call
information

(3) After the install the application, click the new icon on your mobile desktop
and enter the login information
m iOS
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sssen 8:56 PM 100% 0 #

Save Setting Cancel

ACCOUNT INFORMATION

Server mail.office.com

Port A43

Use SSL W,
Account kei@openf.com

Password eecsccscececee
NOTIFICATION

Push W,

One Time Password

IF ACCOUNT INFORMATION MODIFIED, PLEASE RESET
WIZARD

Mail, Contacts & Calendars

About us

Contact us

Server: Please enter your email server domain.

L 2R 2

Port: The default port number for mail server is 80 if you enable
SSL, the port number will be 443,

@ Use SSL: Enable SSL depends on your setting of mail server.
€ Username: Please enter your email account.
€ Password: Please enter password of your email account.
€ Push: Enable the push function, you will automatically receive new
mail notification from the application.
B Android
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SASEMRTE
FHERE
pm.m2k.openfind.com. tw

RSR

pm

R

000 000OOOOS

INEEE R

(EFANEER

EHRIE

443

SRR
@A
RARKHT (EB A0

REMEER

BtAHESE

AAREZ BRI Al
PARKIA AT B A

FRPERT RUEN

B BT RA BN IR AN

@ Server: Please enter your email server domain.

€ Username: Please enter your email account.

€ Password: Please enter password of your email account.

@ Use SSL: Enable SSL depends on your setting of mail server.

@ Port: The default port number for mail server is 80 if you enable
SSL, the port number will be 443.

€ New mail notification: Enable the new mail notification and you

will receive new mail notification from the application.

€ New mail check frequency: You can select mail checking frequency
(by minute, 5 minutes, 15 minutes, 30 minutes and hour).

€ Notification bar: New mail notification will show in the notification
bar on the top of screen.

€ To start application: Start this application automatically when

open your smart phone.

® New Mail Notification

After setting your email account, you can login your account directly by clicking

the application, or you can enable the new mail notification.
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m iOS
€@ Click Settings icon and click Notifications then find the application and
enable the notification.

LTTTE 9:25 PM < 100% B 4

< Notifications ~ @Mail2000

Allow Notifications

Show in Notification Center
Sounds

Badge App Icon

ojole]ollle

Show on Lock Screen

Show alerts on the lock screen, and in Notification Center
when it is accessed from the lock screen.

ALERT STYLE WHEN UNLOCKED

L] I
[e) o J o

None Banners Alerts

require an action before proceeding

r at the top of the screen and go away

automatically.

€  When you receive and new email, you will see the notification and you
can swap or click the icon to enter the application.
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A=) @MAIL2000

kei..
test

Camera

>33

L

Wallet

App,Stor

Health Compass Settings

@

Android
€ If you enable the “Display in the Notification Bar” function, it will

display the message in the notification bar when you have a new mail.

' USB E43
EEIDAETE USB E48

&) @Mail2000FH15 i@ 40

T4 4:32
- |

€ Notification widget APP
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Touch the desktop of Android device for a few second, and add the
@Mail2000 to the desktop.

After complete the settings, you will automatically receive new mail
notification.

0 2 .l 5 15:35

A TN =

A 10/08 15:34
] [Inbox]MailCloud, the best ... >

~ user2(user2)

® Error Report

If you find any errors, please contact us.

B iOS
Enter the [Setting] page and click the Contact us button.
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esse 8:56 PM 100% 4

Save Setting Cancel

ACCOUNT INFORMATION

Server mail.office.com
Port 443
Use SSL
Account kei@openf.com
PaSSWOrd 0800000000000
NOTIFICATION
Push
W

One Time Password

JNT INFORMATION MODIFIED, PLEASE RESET

About us

Contact us

After that, you send us your error information.

B Android
1. Inthe application configuration page, tap the “Menu” button and choose

“Contact Us”.

S IBANINAERRE

FS @ AN
PR (iEA]

BARFEM

2. Please choose “yes” to authorize application to transmit the necessary logs

to us. The detail information will be in the next page.
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E BHAE T

BAECRHESEEM

% T@Mail2000 ; B , FFIHS
BAORRECHNERE SH2
S A TR S HFHE

2

3.

<app_support@mail2000.com.tw>,

¥ " @Mail2000 ; BURSRESES

M2kPrefFile.xml

% [x

M2kNotifierTmpFile.xml

Platform: android

App Version: 1.0

App Release: 110923

Unigue Id: 9dbd4c92b8f505f9

® Setting/Filter the New Mail Notification

If you got too many emails, the new mail notification might annoy you. You can
use mail filter to solve this problem and make sure the notification only alert you

for the important emails.

1. First, log in your email account. On the left menu, right click on the mail
folder and select “Edit”.
If you don’t want to receive ant the new mail notification from this folder,

unclick “Check for New Mail on Mobile Device”.
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FL Edit Folder openfind

Compose

‘= General Settings
- [ ¥ Check for New Mad [ Check for New Mail on Mobile Device | Sort Method: Default "
* [ Inbox (12/28)
= Mail2000{1) POP3 Sattings
. - Status: Defaul! v

» Mlopentind__ Right Click

OTo | A
v & Archived 9PN oK Caneel

[ Sent Mai
[# Oratt (273 Publish
» [T Recycle | Folder Archive

In addition, you can set filter rules to manage and categorize your incoming
emails based on their subject content, size, sender or other user-specified
fields.
B How to Add Filter Rules?
(1) On the left menu, click Preferences, expand Mail Options, and
select Filters.
(2) Inthe [Filters] page, click the Add button. In the [Add Rule] page,
select “On” as the filter status. Then, set the filter options,

conditions, and actions.

|Add Rule

® On Manual Close

Set Filters

Match All '® Match Any
Subject v  Contains Y Spam

Size v o> 20m [©)
Please enter a number, a number + "k", or a number + "m" (gg
100 = 100 bytes, 100k = 10071024 bytes, 100m = 10071048576
bytes).

When meet the filter rules, let the mails

Color Label ¥ |- Brown ¥ Examples

Move mails to v | Spam v ®
Filter Reasons

Filter on Specified Interval

OK Cancel

Notes:

When you select Attachment Size condition, the system will filter
all the attachments in the all mails.

The Content condition includes the signature appended to the mail;
the Attachment Name and the Attachment Size conditions include
the vCard attached to the mail.

The size unit for mails and attachments is “byte”. You can enter a
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(3)

(4)

number + "k", or a number + "m" (e.g. 100 = 100 bytes, 100k =
100*1024 bytes, 100m = 100*1048576 bytes)

You can create a new folder for the filtered files.

To apply the filter on specified time interval, click the Filter on
Specified Interval and specify the interval.

Filter Reasons

¥ Filter on Specified Interval (GMT+08:00) Asia/Taipei

Daily Weekly Custom

From Mon ¥ ~ To Mon ¥

From 00 ¥ Hour 00 ¥ Minute ~ To 23 ¥ Hour 59 ¥ | Minute

Click OK to save settings.
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12.8 OTP Authentication with @Mail2000

The system provides One-Time Password Authentication to protect your account.
When you enable the OTP Authentication, you need to enter your account,
password and OTP code when you log in. The OTP code will push to your mobile
device which you registered as received device. You can register your device and
enable OTP function in the application.

® How to Register the OTP Received Device?

(1) Download and install the APP from App Store or Google Play

B iOS: Download the App in App Store

(2) After install the app, you can do the settings.
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m 0SS
A. Click the App.

\ e
@Mail2000

B. Please set the login information and enable the OTP function,
then save the settings.

LTS 8:56 PM 100% - +

Save Setting Cancel

ACCOUNT INFORMATION

Server mail.office.com

Port 443

Use SSL @
Account kei@openf.com

Password sescssesBRRORRS
NOTIFICATION

[ @
One Time Password O |

IF ACCOUNT INFORMATION MODIFIED, PLEASE RESET
WIZARD

Mail, Contacts & Calendars

About us

Contact us

B Android
A. Click the App.
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E

{@Mail2000

B. Please set the login information and enable the OTP function,

then save the settings.

P50 SUET a8 1743

UEIBHIAERE

B
21

ARERMSGE

HefiE A

Limitation:
To ensure your account security, the OTP function only can register one
device. If you want to change device, please cancel the registration at

registered device.
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® Start to Use OTP Authentication

The default setting of OTP Authentication is disabled. If you want to use this
function, please contact to your administrator to enable it. If administrator let
user use this function, please go to
Preferences/Personalization/Configuration/General to enable the “One-time
Password” function.

1. Enter your email account and password.

Openfind

Login Name
user
Password -
Remember Account New Window

2.  Enter the OTP code and then login to system.

Openfind
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