Openfind”

openﬁnd Software Engineered for Growth %?EB#FI%%

Openfind Mail2000 Messaging System
User’s Guide

Term of Use:

(1) Trademarks mentioned below are property of the respective owners:

® MS, Microsoft, Windows, Windows 2000, Windows NT, MS Office,
FrontPage, Internet Explorer, Microsoft Internet Information Server and 11S
logo are registered trademarks of Microsoft Corporation.

® Netscape Navigator and Netscape Communicator logo are registered
trademarks of Netscape Communications Corp.

(2) Any unauthorized use may constitute a violation of copyright or trademark;
you may not modify or use this material for any commercial purpose, or any
public display or sale.



Openfind”

openfind. ........ cuinecei o crous BFBHRG
Index
Openfind Mail2000 MeSSaging SYSIEIM ........ccueiieieiieieeie e 1
USEI’S GUIAC. ...ctveee e ettt et s e e e et e e e e st e e e et e e e e e ab e e e e e snbeeeeesnnsneeeeannaneeas 1
10T 1= OSSR 2
1. System QUICK STart GUILE.........ccoveiueiieiieie et 8
1.1 How to Log Inand LOg OUL? ........cceveeiiiiecicce e 9
1.2 Forgot Password / How to Change Password? ............cccccevuvenene. 10
1.3 Mail2000 User Interface OVErVIEW...........ccevveieiveiieeiieseese e 11
1N 0] PRSPPI 12
N0 PP 12
1.4 What is Mailbox Info. Page?.........cccoeiieiiiieiiece e 13
N0 PP 13
1.5 How to Use Mail Software to Receive Mails?............cccccoeeveeneeee. 17
1.6 How to Retrieve Mail from POP3 Accounts?...........cccccevvevvesnnnne. 27
2. Retrieving and Sending MailS-BasiC..........c.ccceevueiieiieieiie s 32
2.1 How to Compose/Send Mails?..........ccccoevveieiicieece e 33
2.2 How to Retrieve/Read MailS? ...........ccccoevveviiiiiicc e 38
Or you can view mails by selecting the day range..........ccccecvvvevieve e 41
2.3 How to Reply/Forward Mails?............ccccoevveveiieieece e 42
Tip :FOrward and BOUNCE ..........coiiuiiiiiiiiiiieiieeeie ettt 44
2.4 How to Delete MailS?.........ccccoviiiiieiiciecece e 44
2.5 HOoW to MoVE MailS?.........ccoveiiiiiiece e 44
2.6 How to Add AttaChments? .........ccccveveiieieee e 46
2.7 How to Add Cloud Attachments?..........c.cccevviveieeve e 49
2.8 How to Add SecuShare Files?..........cccooveiviieiiciicc e 51
2.9 How to Check the Mail Delivery Status?...........cccccocevvveveeiieieenne. 53
3. Retrieving and Sending Mails-Advanced ............ccccooveveiieiieie e 54
3.1 How to Use HTML EditOr?..........ccoooviiieiiece e 55
3.2 How to Change the Size of the Edit Area?...........cccccovevvveiiieinnnn, 57
In the mail edit area, click ﬂ icon can change the width and height of the area........ 57
3.3 How to Create Mail Templates?.........ccccocevieiiieiie e 58
34 How to Check the Mail Delivery Status ?..........ccccoevveviiiineinnnn, 60
35 How to Auto-File MailS?.........cooeiiiiii e 62
N0 PR 63
3.6 How to Add Sender to Contacts? ..........ccccevvvevveevie i 63
3.7 How to Add Sender to BIOCK LiSt? .......cccovvvvviiiiiiiiiccie e 63
3.8 How to View Detailed Header Information? ............cccoeovevvinnnne. 64
Besides, you can view the Mail Header in two Ways..........ccovereieiinneniesie e 65



Openfind”

openfind. ........ cuinecei o crous BFBHRG

Then, the system will display the detail mail information in new window..................... 65
3.9 How to Save Mail asa File? ........cccooviiiiiiicee e 66
3.10 How to Set Scheduled MailS? ... 67
3.11 How to Request Read ReCEIPt?........cccocvevveieiieicec e 69

0] (PP PR PSP 69
3.12 HOow t0 Search MailS? ........ccoviiiiiiiiiencceee s 70

The Search function is located in the upper right of the Mail2000 user interface. ........ 70
3.13 How to Quickly Resend Mails? ............ccooveveiiiivece e 71
3.14 How to Pack and Download Attachments?..........cccoceeevevninnninne. 72
3.15 How to Set Default Sender?.........ccocovvviiiiniiieiee e 73

NN 0] (TP PT PR OPR PR 74
3.16 How to Set Compose Preferences? .........ccoevvvveevveveiieceese s 75

NN 0] (TP PT PR OPR PR 77
3.17 How to Delete Attachments?..........cccocvvviiniiicieec e 77

NN 0] (TP PT PR OPR PR 78
3.18 Integrate MailGates ZIP and PDF Encrypt Function.................... 78
3.19 Integrate MailBase Search Archive Function .............ccccceeeveienee. 80
3.20 How to Check the Cloud Att. Status? .........ccocvverereneieiesesene 80

4. MaNAQE FOIAEIS .....c.oe et re e 82
4.1 What are Default FOIAEIS? ......coovvieieiiiiceseeee e 83

0] (TP PP PP PR OUR PP 83
4.2 What are Virtual FOIAers? ... 83
4.3 How to Create/Delete/Edit/Expand Folders?..........ccccceeveveinnen. 90

Tip: Quick-Create SUD-TOIUEIS ........ccueeieiicce e 90
4.4 How to Change the Number of Mails per Page?.........c.ccccccveeueenee. 94
4.5 How to Archive and EXport MailS?...........cccccovevievciieceecc e 95

0] (TP P TR PRT PR PP 96
4.6 How to Import MailS? ........cccov i 99
4.7 How to Add Tags to MailS?..........ccceevveiiiiiieieec e 101
4.8 How to Edit Folder Attributes? ... 103

NN L0] (T TR PR PPTOTR PP 103
4.9 How to Publish FOIAErs? ... 104

Tip: Quickly View Published FOIAEr............ccoviiiiiiicc e 106
4.10 How to EXPOrt Mail?..........ccceeiiiiiiiic e 107
411 How to Set Folder Sorting?........cccccvevvevie i 108

TS o -1 I (0] (<01 { [0 SRS RTROR 110
51 HOW t0 Report Spam? .........coovvveiiii e 110

N0 T TP TP PP TPROPPPPPRIN 110
5.2 How to Add BIock Addresses?.........coovevveieieeneiieiieniesee e 111



Openfind”

openfind. ........ cuinecei o crous BFBHRG
NN 0] (PRSP PR PP PR PR 111
NN 0] (PRSP PR PP PR PR 111
5.3 How to Add Mail Sender to Safe LiSt ? .......ccccooeviviniiininiennn, 113
5.4 How to Add Safe ReCIPIENTS? ......cccvevvveiiiieieeece e 115
N0 (PO PR PP PRI 116
55 How to Set Spam Protection Level? ..., 117
TiP: SPAM KEYWOIT ...ttt e st re e e snaenns 118
5.6 How to Block External Images? ........c.cccveveveeieiiieveese e, 118
Tip: FIexibly APPlY BIOCK.........cciiiieiieie e 120
6. ManAge CONTACTS......cciiiieiiiieiiie et sbe e e nrreean 121
6.1 How to Manage CoNntactS? ........ccovvveiiieiiiiiieiiie e 121
There are three types of data in CoONtaCTS: ........cccooeiiiiiiiinine e 121
6.2 HOW 10 USE CONACTS? ......eeeiieeiie e 122
NN 0] (TR PP PP PRRPPP 124
6.3 How to Add/Edit/Delete Contacts? ..........ccoovevvereeieneneieneninnens 126
NN 0] (TR PP PP PRRPPP 128
Tip: SEArCH CONACES ......veiiiicie ittt nas 129
6.4 How to Add/Edit/Delete DIreCtories? .........ccoovverereneiennniennens 129
NN 0] (TR PP PP PRRPPP 130
6.5 How to Add/Edit/Delete Groups? ........cccevvevveveiieieece e 132
L IS o Yo L (=l O] ] 7 o £SO PSRUSP 134
6.6 How to Import ContactS? .......coveviviiiiiicie e 134
6.7 How to EXport ContactS? .......cccevcvveiiiiiiiecce e 140
6.8 How to Move Contacts LiSt? .......cccoovveiiiiiiniene e 145
6.9 How t0 Search CONtactS? .......ccoevereieieniiieieiee e 148
6.10 How to Use Virtual Directories to Quickly Locate Contacts? .... 149
6.11 How to Add Multiple Contacts?...........cccevveveeieiiieiiece e 151
NN 0] (TP PP OTRTPPRPP 152
6.12 How to Show Line Numbers in Contacts?...........ccocveveniinnennnns 152
6.13 How to Use the List All FUNCLION?..........ccccovvviiiiiiiiieneee 154
NN L0] (T TR PR PPTOTR PP 154
7. What iS @ StICKY NOTE? .....ccciiiiii e 155
7.1 How to Add/Edit/Delete Sticky NOteS?.........cccceevveviiiiiieiieciens 155
Tip: SEArch SHICKY NOTES .......oiiieiie e 157
7.2 How to Add Tags to Sticky NOteS? ........cccceeviveeiiiiieeiee e 158
7.3 How to Send Sticky Notes as Mail Attachments?....................... 159
8. MY DIFIVE et e et 160
8.1 WHhat IS MY DIIVE? ... 160
8.2 How to Add/Move/Delete FOIAers? ........cooveiiiinnieiinieieeis 161



Openfind”

openfind. ........ cuinecei o crous BFBHRG

8.3 How to Upload/Download Files?.........ccccceviveveiiieiieieiiecieein 163

Or you can choose “Traditional Upload Interface” to upload file. ........cccovvvviiiiennen. 163
8.4 How t0 Add NeW FIleS? .......oveiiiiiiii e 164
8.5 How to Move/Delete FileS? ... 165
8.6 HOW t0 VIrus-Scan FileS?........cccovviiiiiiiiiiiiieiee e 166
8.7 How to Save Attachments to My Drive? .........ccccccveveveiieieenne 166
8.8 How to Send Files as AttaChments?.........ccocevvveieveneienininnens 167
8.9 How to Add Tags to FIleS? ......oceiieiieeccceee e 168
8.10 How to Share Files in My DFriVE? ........cccccevveve i 170

The Move and Search functions are not supported in shared folders.................... 171
8.11 How to Check the Status of Cloud Attachment?.............c.ccocevee. 173

9. INTOrMAtION CONTET .....eviiiiciiciieee et nre e 174
9.1 How to View Mailbox Information Page? ...........ccccceeevveinennnnn 175
9.2 How to Subscribe to NeWSIetters? ........ccooovveveveieiene s 176

NN 0] (TR PP PP PRRPPP 176
9.3 How to Read/Post/Delete Messages in FOrum?............ccceeeeuee 177
9.4 How to Subscribe to a Discussion Board through RSS?............. 178
9.5 How to Subscribe to RSS Feeds?........cccvvvviiivieieiine e 180
9.6 How to Import/Export RSS Feeds?.........ccocevvevviiievicieiiciee 183

10, PrEIEIBNCES ...ttt ettt e e b ne s 186
10.1 How to View LOgin LOG?......cccociviiiiiieececceee e 187
10.2 How to Change Password?...........ccccccvevveiieieiie e 188

Notes  PassWword STrENGLN ..o s 189
10.3 How to Create Personal Security COA? ........cccceeveevveiieiieiieenns 190
10.4 How to Set Mail SErVICE? .......covveiiiiiiiiceeee e 191
10.5 How to Create/Edit Personal Profile? ..o, 191
10.6 How to Customize SNOMCULS?........cccoviiiiiieieiee e 192
10.7 How to Configure Mail2000 Environment? ............c.cccevveveennnne 196
10.8 How to Change Theme of Mail2000 ? .........cccccvevevvereniinsienns 200
10.9 How to Create and Use SIgnature? ..........cccceevvveeveeviesieesie e 201
10.10 How to Set AULO-REPIY? ....covviiiice e 203
10.11 How to Set AULO-FOrWard? ..........occevveienieiieece e 205
10.12 How to use Account Delegation?...........cccccovevieiveeiie s, 206
10.13 HOW t0 Set FIIters?......cooiiieeeee e 210

NN L0] (T TR PR PPTOTR PP 211
10.14 How to Customize Mailbox Information Page?............ccccceenee 212

To hide an info. box, click the button in the upper right of the box. ..................... 213
10.15 How to Manage Schedule Mail? ... 214
10.16 How to Create/Delete/Manage Tags?........ccovveervereeneeieesenneennens 214



Openfind”

openfind. ........ cuinecei o crous BFBHRG
10.17 How to Customize Left MeNU?..........cccccevveveeie e 218
I O 1 1= o o - SRS SSRSRPSN 219
NN 0] PO OPRTPRPPPTPIN 219
11.1 How to Personalize Your Calendar?..........c.ccccoevvveevveveiiieneennnns 221
11.2 How to Change Calendar VIEW? ..........cccccoevieveiievnece e 223
11.3 HOW t0 Add EVENES? ... 226
11.4 How to Add Calendar from MailS?...........ccccovevviieiveceiiecee 232
11.5 How to Send Calendar INVitation ?...........cccccvevviievv e siieceen 234
11.6 How to View the Replying Status ? ........ccccevvevviiievvere e 235
11.7 How to Use Public Calendar? ............ccccceovveiveiiiie v 237
11.8 How to Export or Import the Calendar?...............ccccovevviiveieennnne 241
11.9 How to Use Someone’s Shared Calendar?............c..ccccoeveeeennnnn. 242
11.10 How to Subscribe to External Calendars?............cccccveveviieieennnns 243
11.11 How to Use Meeting Schedule?...........ccoovevveiiiieii e 244
11.12 How to Publish Your Calendars Via Web?...........cccccccocvvieinennnnn 249
11.13 How to Synchronize Mobile Phone with Calendar?................... 252
11.14  Complete Synchronization Settings Via QR Code..........c.cc........ 255
You can scan the QR code of calendar to complete synchronization settings. ............. 255
I 1 00 N 1 1 TSRS 255
(@] 000 (o Uy T PSSR 255
11.15 How to Read or Synchronize Calendar with other Platform?..... 259
Select On the Network and CliCK NEXL. ..........ccvoviiieiiiiecec e 262
Choose CalDav and enter the URL, and then click Next. ..........c.ccccoevviviiieiiiiieieenn 263
11.16 How to Add/Edit/Delete the Todo Tasks? ........cccccevvevviiieinennns 265
Or you can click the ‘@ button to delete the TOO tasK. ........c...wveerveereerreerreereree. 266
12, SEArCH MOGUIE ..ot esre e 267
N0 =SSP 267
12.1 How to Use the Search FUNCLION?.........ccccoevieii i 268
12.2 How to Use Related Mail? ............cccooveveiieniiic e 272
13, SMArtPhone MOTUIE .......c.oouiiieiee s 273
13.1 How to get started with Mail2000 Smartphone module? ........... 274
13.2 How to operate Emails in FOIAErs? ..........ccoovvvveieneniiiininns 276
13.3 Composing a new Email message...........ccooevvvvieiiiniencnennnnn 279
134 Reading Email...........ccooooiiiiii s 282
135 Searching for Email.........c.ccocviiiiiiiin e 285
13.6 Tapping Phone Numbers to Make a Call on the Email Page....... 286
13.7 @Mail2000, the New Mail Notification Application for Mail2000
287
13.7.1 The first time to use @Mail2000 .........coeevvriiiiiiiiiee e, 287



Openfind”

openﬁnd Software Engineered for Growth %?EB#FI%%
13.7.2  New Mail NOtIFICAtION .....ccveiieiiiii e 289
After complete the settings, you will automatically receive new mail notification......290
13.7.3  EITOr REPOIT ..ot 291
Please advise us if YOU fINd @NY BITOIS. ......cciiiiiiieiecie s 291
13.7.4  Setting/Filter the Type of New Mail Notification..............c.ccccooernennnnn 292
Just completed these two steps can be solved Crystal’s years of trouble...................... 295
13.8 OTP Authentication with @Mail2000 ............ccccvvveivivieeeeeiiene. 295
13.8.1  How to Register the OTP Received DeVICe? ........cccevvvveivereiieseenns 296
13.8.2  Start to Use OTP AUthentiCation ..........ccccceveriiirininieeese e 299
14, ACHVESYNCT MOUUIE. ... et se e en e ee s 300
141 How to setup ActiveSync® on mobile device ? ........c.ccccuvenn.. 301
14.1.1  TOS SYSIEM .ccuiiiie e 301
14.1.2  ANAroid SYStEBM.....cciieieiic e 305
E-mail : pm@Oopenfind.COM ........ccoiiiiiiiiieee s 308



Openfind”

openﬁnd Software Engineered for Growth E?Eﬂ{q:l%ﬁ

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?
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1.1 How to Log In and Log Out?

® TolLogln

Openfind”

MAIL2000 EFBHRE

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®

MAIL2000

HEHE - Login Name

|U5er

TEHE - Password

SIEESE [ RIS

BA

Copyright & Openfind Information Technology TNC. All rights reserved.

® 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.

Dpérind
MAIL2000
a admin

Compose

Folders

Bl inbox (42166)

@ B virtual Folder

-~ sent(15i31)

5 Dratt (315)

- Recycle Bin(a4/50)

Add Info Box | | Wide-thin Layout [=]

— LAk

L3

Laogin Info

2013/04/20 14:32:45
2013/04/20 13:44:36
2013/03M1016:18:15
2013/03M10 16:17:49

Successful Web Login
Successful Web Login
Failed Web Login
Failed Web Login

x)

10.0.33.40
10.0.33.40
10.0.33.40
10.0.33.40

All information

Forward Information (%
Status|  AutoForward Email
Mo Data
AutoForward Setting
Status|  FilterForward Email
Mo Data

m

Filter Setting

Openfind Information Technology, Inc.
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1.2 Forgot Password / How to Change Password?

® [orgot 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.

~. admin

—r

Compose

Folders

Contacts

My Dirive

Info Center

Preferences

= ..?,F'riuac*_.f
Login Log
Password
&F‘ersnnalinn
& lail Options
@ Spam Protection
@’Accnunt Delegation

(2) Inthe Change Password page, enter your current password and the new
password. Confirm the new password and click OK.

10
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E¥: Change Password

Current Passward:
Mew Passward:
Confirm Password:

Hint:

CETTIRRRATY
EREErRREE
I

Passwaord Strength: Weak

Please type your new password
again for confirmation.

Hint to remind your password.

ﬂ Cancel

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

]
MAIL2000

B oo |

- - - -~
&, admin Mailbox Info admin@m2ksp2.openfind.com.tw F
Compose C Add Info Box | | Wide-thin Layout [~]
Folders Login Info [%]| | Forward Infarmation (x]
Contacts 2013/04/20 14:32:45 Successful Web Lagin 10.0.33.40 I\Ji%”atsl GUETEUEE
K 2013/04/20 13:44:36 Successful Web Login 10.0.33.40 .
My Drive S e PR B - AutoForward Settin
2013/03M0168:18:15 Failed Web Login 10.0.33.40 Status| EECREEES
Info Center 201303110 16:17:49 Failed Web Login 10.0.33.40 Mo Data E
All information Filter Setting
&= Wailbox Info
"'_;!‘.Delive Status :
- ry Mailbox Usage % |[ announcement &)
SMS .
5 POP3 Iy Drive: 0.97 MB 975 % Mo Announcements.
& _ Iails: 2.96 MB 29.64 %
Forum - L .
Free Space: 5.06 MB 60.61 %
- RSS Mews (]| |
=R Subscriptions Total: 0.01 MB 100 %
MNewsletters
R3S5 Feeds ; ;
Falders Info @ Click the Edit button to sz_atRSE‘_.
§ Mews source and subscribe to it
Folder Unread | Total | size
Inbox 42 I'Mail(s) G6 /Mailis) 1.11MB
Preferences Sent 15 /Mail(s) 31 /Mailis) 024 MB I

® Mail2000 User Interface Layout
1)
(2)

(3) RIGHT: Main Content

11

TOP: Shortcut Bar ( Support Customize Shortcut Bar )
LEFT: Left Menu ( Support Customize Left Menu )

Openfind Information Technology, Inc.
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Fpenming
MAIL2000
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I = oo 2 )

= R ) F
admin Mailbox Info admin@m2ksp2.openfind.com.tw 1 _
Va Compose 5 7dd Tnfo Do | [ Widethin ot 1=
Folders Login Info [x]| | Forward Infarmation (]
Contacts 2013/04/20 14:32:45 Successful Web Lagin 10.0.33.40 r~1iti§gtse|| tokonsrd Emey
K 2013/04/20 13:44:36 Successful Web Login 10.0.33.40 "
Py D 2013003110 16:18:15 Failed Web Logi 10.0.33.40 AutoFonvard Setting
S A8 alled Vven Login Has Status|  FilterForward Email
Info Center 201310310 16:17:49 Failed Web Login 10.0.33.40 MO Data
Allinformation Filter Setting
& Wailbox Info
“‘é Delivery Status 3 | Mailoox Usage %I/ [ announcement ][]
SMS
£ poP3 ¢ My Drive: 0.97 MB 975 % No Announcements.
aF _ Iails: 2.96 MB 2964 %
i arums - L .
E Free Space: 6.06 MB G0.61 %
i - RSS News ][]
=R Subscriptions Total: 0.01 MB 100 %
MNewsletters
R3S Feeds ; ;
Falders Info @ Click the Edit button to sz_at RSE‘_.
§ Mews source and subscribe to it
Folder Unread | Total | size
Inbox 42 I'Mail(s) G6 /Mailis) 1.11MB 2
\ Preferences J |\ sent 15 1 Mail(s) 31 IMails)  0.24 1B

Notes

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

—  Mini Features

— New Mail Notification : The icon blinks when new mails arrive.
— 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.

12
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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 _ AddinoBox | pytton 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.

Notes
Group Module is required to apply the Announcements information box.

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

and mail size.

Folders Info 3
Folder Unread | Total | Size

Inbax 4 I Mail(s) 2871 I'Mailis) 83.97 MB
investment 0 /Wailis) 18 fMail(s) 814 MB
BUG 29 [ Mail(s) 29 /Mail(s) 0.21MB
Sent 1 /Mail(s) 98 /Mail(s) 310,50 MB
Draft 2 I Mail(s) 7 IMailis) 212 MB
Recycle Bin [Empty] 0 IMail(s) 0 /Mail(s) 0.00MB
Spam [Empty] 2 IMail(s) 2 IMail(s) 014 MB
Gmail [ 0 /Mail(s) 26 [Mail(s) 058 MB
Hotmail 0 IMail(s) 106 fMailis) 7279MB
Total 92 /Mail(s) 628 fMail(s) 478.75 MB

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

13
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Mailbox Usage (x|
Iy Drive: 0.97 MB 9.75 %
_ Mails: 296 MB 2964 %
o Free Space: G.06 MB G0.61 %
Total: 0.01 MEB 100 %

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

the number of mails displayed).

Mails List(Inbox ) | %]
- MAIL 2000 User Guide
- MAIL 2000 User Guide
- MG 3.05P2 Beta Package
- Pw: MG 3.08P2 Beta Package
- 10 Reasons Why Choose Mail20007?
Set Mails List X
Folder: Inbox E
Mails Per Page: 3 |
OK | Cancel |
(4) Login Info.: Displays login history.
Login Info | x|

2011/09/29 055756 Failed POP3 Login
2011/09/29 05:57:55 Failed POP3 Login

20711/09/29 17:42:53 Successful Web Login210.58.164.108
20711/09/28 15:36:17 Successful Web Login210.59.164.109

108.9.143.62
108.89.143.62
All information

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

R3S3 Mews(CHMN.com)

- 2800 criminal immigrants arrested
- Apple to Kill iPod classic, shuffle?

Lmareg

2]

14
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(6)

()

(8)

(9)

Openfind”

BRI

Set RSS News

Enter RSS Mews URL
R33 URL:
http:frss.chinatimes.comirssifoc OK|

Source:

DM ChinaTimes Cenfral MNews
ZDOMET  MNews ©CHNMN

Selectfrom Subscribed RSS Feeds

Recent Events: Displays upcoming events on the user's Calendar

Recent Events { 9/29 Thu )

lunch with Peter 201110930
weekly meeting 201110001

]|
Fri
Sat

Incoming Booking Requests: Displays booking requests from others awaiting

the user's confirmation.

Incoming Booking Requests ( 9/29 Thu )
‘Watch Mavie 2011/10218

2]

Outgoing Booking Requests: Displays booking requests sent to others

awaiting their confirmation.

Outgoing Booking Requests { 10/11 Thu) L[

No Events.

Frequently Used Contacts: Displays contacts most frequently used by the

user.

15
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[ |Tpe|  Path
| o ¢

| @ /
] /

/
I

J

A
¥

J

A
¥

B 8 maEs
O R e

Compose |

J

Name

BRI

(10) Announcements: Displays announcements from Administrator.

Announcement
Openfind Yearly Report

F

(11) Forwarding Information :

Forward Information
Status |
Enable
Enable
Enable

Status |
Mo Data

AutoForward Email

AutoForward Setting

FilterForward Email

X

Filter Sefting
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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.

(&)add a new e-mail account:
) view or change existing e-mail accounts

Directory

: () add a new directory or address book
it () View or change existing directories or address books

< Back ‘Lﬂext>ﬁ L Close ]

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

Server Type
You can choose the type of server yvour new e-mail acount will work with,

O Microsoft Exchange Server

Connect to an Exchange server toread e-mail, access public folders, and share
documents.,

Connect to a POP3 e-mail server to download your e-mail.
) IMAP

Connect ta an IMAP e-mail server to download e-mail and synchranize mailbox
folders. ;

COHTTP

Connect ta an HTTP &-mail server such as Hotmail to download e-mail and
synchronize mailbox folders,

() additional Server Types
Connect to another workgroup or 3rd-party mail server,

[ < Back J[.__ﬂext:»‘N [ Cancel J

(4) Fill'in 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.

18
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E-mail Accounts [zj

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

User Information Server Information

Your Mame: !adm Incoming mail server (POP3): 1D0p3_mai|2000.c0m_tw \

E-mail Address: | adm@linuxg.office.openfir| Qutgoing mail server (SMTF): |smip mail2000.com tw |

Logon Information Test Settings
User Name: ladm ; Afterfill_ing out the information on this screen, we:
e recommend you test your account by clicking the
Password: !*:«****| ] button below. (Requires network connection)
Remember password

[ Test Account Settings ... ]

[]Log on using Secure Password

Authentication (SPA) More Settings

[ < Back ][ ﬂext>!§ [ Cancel ]

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

19
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MAIL2000 EFBHRE

Congratulations!

You have successfully entered all the information required to
setup your account.

To close the wizard, click Finish,

............................

® 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).

Internet Accounts

5

Al Mail_[ News | Directory Service

News.., E g

Account

Type

Connection Rigmove. ’ Directory Service.

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

20
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field of your outgoing messages. Then, click Next

Internet Connection Wizard @

Your Name

‘wWhen you send e-mail, your name will appear in the From field of the outgoing message.
Type your hame as you would like it to appear.

Display name; i

For example: John Smith

Btk rNean‘J [ Cancel

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

21
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Internet Connection Wizard @

Internet E-mail Address

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

E-mail address: i.égm@linbg‘;-_l_.office.99gnfind.cc_)[r_1}w

For example; someone@microsoft, com

[ < Back ][ ﬂexw‘!k][ Cancel ]

(5) Enter pop3.mail2000.com.tw for Incoming Mail Server and
smtp.mail2000.com.tw for Outgoing Mail Server. Then, click Next.

22
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Internet Connection Wizard r}_i]

E-mail Server Names

” v 9 % \py |
My incoming mail server is a ‘ POP3 v | server.

Incoming mail [POP3, IMAP or HTTP) server:

An SMTP server is the server that is used for your outgoing e:mail,

Outgoing mail [SMTP) server:

! smitp.mail2000.com.tw \

[ < Back JL Next >.Q [ Cancel J

(6) Inthe Account Name and Password fields, enter your Mail2000 Account
Name and Password. Then, click Next.

23
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Internet Connection Wizard @

Internet Mail Logon

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

Account name: \adm {

Password: sseses [
Remember password

If your Intemet service provider 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)

| < Back ll Nexl}hjl Cancel I

(7) Click Finish to save the settings.

24
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Internet Connection Wizard

Congratulations

You have successtully entered all of the information required to set up your account,

To save these settings, click Finish.

<Back || Finish L\\J | Cancel |

(8) Select pop3.mail2000.com.tw and click on Properties.

Internet Accounts @@
‘Al | Mal | News | Directary Service Add » |
Account Type Caonnection [ Remove ]
e pop 3. mail2000, ¢, EE (default) Any Available =

[ Properties [ !

[ Import... ]

[ Export... ]

[‘ Close J

25
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(9) Under the Server tab, check My server requires authentication in the
Outgoing Mail Server section and press OK

#= pop3.mail2000.com.tw Properties

General [Serverﬁ Connection | Securityj | Advanced |
it .

Mail Account —

Type the name by which you would like to refer to these
servers. For example: "wWork" or "Microsoft Mail
Server”,

' pop3.mail2000.com. tw |

User Information

Name: ’ adm

QOrganization: |

|
E-mail address: | adm@linux.office. openfind.com.tw ‘

Reply address: {

Include this account when receiving mail or synchronizing

[. 0K ][ Cancel J[ &pply J

(10) Close the dialog box to finish.

26

Openfind Information Technology, Inc.



Openfind”

openﬁnd Software Engineered for Growth E?Eﬂ{q:l%ﬁ

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.

® ToAdd aPOP3 Account
(1) On the left menu, click Info. Center and select POP3 to go to the [POP3

Accounts] page.

<, admin POP3 Accounts
Compose |_.
Folders
Add Account
Contacts [F Account Mail Server SSL  Delete  Filier Enable Sending Folder  Edit Delete Preview Retrieve
My Drive [ usert@gmail.comopefind.con -/ Inbox  [& %] | Preview | Retrieve
Info Center [] Selectall accounts
Retrieve All
&= ailbox Info
= Delivery Status
@ sus

&Foru%

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

corner.
Add Account
] Account Mail Server SSLDeleteFilterEnable SendingFolderEditDelete Preview — Retrieve
[ user02@hotmail .com.pop3.live.com o/ Inbox [£] [ F're'u'iew| Retrie'-re|

[[] 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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User:
Passward:

Mail Server:

Timeout
(seconds)

Port:

S50
Connection:

Delete after
Retrieval:

Activate Filters:

Save into:

Size Limit per
Mail:

lcan:

Enable
Sending
Function:

Sender Mame:
Email :

Reply Address:

Settings Of Mail Receiving:

*Required
*Required

*Required

110

Inbox

[=]

0 KB

(If the mail size exceeds the limit, it will be skipped. Use 0 for no size limit)

@ = = =

Settings Of Mail Sending;

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).

28
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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: 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; 0 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.

[[] Select all accounts

Add Account

L

[l Account Mail Server S3L Delete  Filter Enable Sending Folder Edit Delete Preview eifjeve
[C] user02@hotmail.com _pop3.live.com Inbox  [&] (X | Preview || Retrieve
[ user03@openfind. comuser03 Inbox & [  Preview | Retrieve

Retrieve All
(2) To manually retrieve from all accounts, check the Select all accounts box and
then click Retrieve All.
Add Account
[l Account Mail Server S3L Delete  Filter Enable Sending Folder Edit Delete Preview Retrieve
[C] user02@hotmail.com _pop3.live.com Inbox  [#] (X | Preview | Retrieve
[ user03@openfind. comuser03 Inbox & [  Preview | Retrieve

||:| Select all accounts

f

Retrieve All

29




Openfind”

openﬁnd Software Engineered for Growth E?Eﬂ{q:l%ﬁ

B Auto Retrieve

(1) On the 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 OK to save; system will begin automatically retrieving mails from
external POP3 accounts upon login.

General Mail Compose POP3 Retrieve
Pane Mode @
Harizontal Split Vertical Split Full Page
Auto-Preview @ Disable ) Enable
Remove JavaScript 7 Disable @ Enable
Default Reading View HTML E|
Block External Images Only Block in Spam E|

[Tl elock Inline Images
[CIBlock Unread Mails Only
[l Block Unknown Senders Only

Mails List Mumber of Mails Per Page: 50 E| Mail(s)
Display after Delete After Delete | Next E|
Auto-Retrieve POP3: Login| Retrieve wio notification |E| POP3 mails on login

Do not retrieve

Empty Recycle Bin Ll | B atrieve wi notification ] in Recycle Bin on logout

Retrieve wlo notification
Mew Mail Motification 5 i =

Notes

Once the mails are correctly retrieved, system will list four link paths: Go to List
of Received Mails, Go to Inbox, Go to POP3 Accounts List and Go to Mail
Preview. You may choose a path to read the retrieved mails, to continue
previewing mails or to begin retrieving mails from other accounts.

® To Delete a POP3 Account
(1) To delete a designated POP3 account, click the account's [ button.
(2) In the confirmation window, click OK.
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(3) System will direct you back to the [POP3 Accounts] page.

Add Account ‘
[ Account Mail Server S3LDeleteFilterEnable SendingFolderEditDelete  Preview  Retrieve
[[] user02@hotmail com_pop3 livecom @ & & Inbax IE' Preview | Retrieve |
[] Select all accounts

Retrieve All

® To Edit a POP3 Account

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

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

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

Adc
W Account Mail Server SSLDeleteFilterEnable SendingFolderEditDelete F'reuiew_
[[] userd2@hotmail.com pop3.livecom @ & @& Inbos (%]  Preview
[[] Select all accounts

Ru
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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?

To compose a new email message, either :
- Click Compose on the left menu.

Compose E
Folders

Contacts
]

- Click [: to compose mail in new window.

Operfind
MAIL2000 P 1
@ user POP3 A«

Compose

Folders

Contacts

(1) 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

From |emma@m2iktrial. openfind.corm.tw
To|u
ce| € ruser suser@pm. m2k.openfind.com. tw>

€ userr <userl@centosb4.openfind. com. tw
Suhject:
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® Partial-match auto-complete

From | emmai@m2itrial.openfind. corm e
To p|

|| & "openfind”
ohn {juhn.@nﬂnd.cum.tw:b

Subject:| e
: C user suser@pm.mzk.openfind. 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.

From [emmag@mkirial.openfind.com.tw

To

| Mail2000 Message System - Google Chrome

[%) m2ktrial.openfind.com.tw/cgi-bin/adbZmain?command=main&tofield=to
F
&ddress Books Contacts View Directory(f Top)
@MY Contacts '_'.‘ Add To *+ Tools ¥ Switchtio = Search =
Dewam mEns - . . -
H tﬁ\ﬁ,pﬁﬁﬁ sk []| Type | Mickname| Lastblame | First Mame | Department | Title | Email
— BemEns ;
[ [ openfind
@ @[Est -~
g [ I =TT user@pm.m2kope
4 ] £ Jahn john@prm.apenfind
B oTEST
@Cumacts
[0 List a1
@vmual Directory
@Upenﬂnd
4| i 3

(1) To add Bcc recipient(s), click Bcc to display the field.
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Mail

L}
&= Send E@.ﬂ.ﬂaﬁh ¥ Encoding ¥ |TC|C||E: v | = Saveas.. T | Preview Mew Window

From | user@ma2ktrial. openfind.com.tw

1

To L
Cc Exclude
Bceo

Subject:

it

t

Tip Switching Recipient Status

To switch a recipient's status (e.g. Move a recipient from To to Bcc), please
left-click on the recipient.

In the drop-down menu, you may select to move the recipient to Cc, Bcc or
Exclude; you may also remove the recipient.

Mail
¥ Send @ Attach ¥ Encoding ¥ | Tools ¥ |:EIEI".«'E! as.. ¥ | Preview New Window |
From | user@mz2ktrial. openfind.com.tw
To_user0d. E‘:Eﬁ
Cec be @
Cce Bee
| |Exclude
Beel | Remove
Subject:
Att.

Tip 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.
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From | user@ma2ktrial. openfind.com.tw
To | user,

Match
cCC
cel Exclude
BCW

Matched Results:

Subjed [Entry Contacts Nicknames Email Address

At S FEsE userdd  [D userd3@m2ktrial.openfind.com.tw

M user 2A@ENE userd! [0 user01@ma2kirial.openfind.com.tw
HTML Mail [ Wand D

SFENsE userd2  [D userD2@m2ktrial.openfind.com.tw —
w8 I= |L

3 fat Ok Cancel

[l

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

L)
® Send o8 Attach ¥ Encoding ¥ |Tcm|5: ¥ Options ¥ |-=E::a'-.-e as.. ¥ | Preview  MNew Window | Back

Tool bar Description
Send Send the mail.
Attach Attach files to the mail.

Encoding Select the mail encoding.

Notes: This function is not supported in Firefox.
Auto-Detect

Unicode (UTF-8)

Trad. Chinese (Big5)

Simp. Chinese (GB2312)

Simp. Chinese (GB18030)

English (1SO-8859-1)

Japanese (1ISO-2022-JP)

Korean (EUC-KR)

BIG5 -> GB (GB2312)

GB -> BIG5 (Big5)

Tools Restore: Restore the mail to undo any changes made.
Preferences: Show/Hide functions in the [Compose] page.
Add Event: Add calendar event to the mail.

VVyVVYVYVYVYYVYYVYY
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Options 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.

Save as... Save the mail as a draft or a template.

Preview Preview the mail before sending it.

New Window [Open the [Compose] page in a new window; the original window
will return to the previous page.

Back Return to the previous page.
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2.2 How to Retrieve/Read Mails?

® How to Retrieve/Read Mails?

(1) System checks for new mails upon login. If there are new mails, the & user

icon will change to #Auser 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.

Mailbox Info 1

Compose [_\

Folders

Laogin Infa

13

2011/09/20 10:0

&= Virtual Folder
L2 gent (2/4)
L Dratt (1/5)
I Recycle Bin(2/3)

Mailbox Usage

m

(2) Inthe [Inbox] mails list, the unread mails will be shown in bold while the
read mails will be shown in regular font.

(3) Click the Subject, Sender, Date, or Size link on the top of the mails list to
sort the mails accordingly.

Subjec tDate
6p{bﬁn(l Report: Spam and Other Email Threats 10!12 09:34
Survey Request from Openfind.com 1012 09:33
Hello, Administrator ar) 10/1209:29
Welcome to Mail2000 Messaging System 4+ adm(Sysadmin) 10/04 10:08

(4) 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)

HFrom: FiEIRE <alex.c@ openfind.com.tw= S, Tools Menu
Fwd From: user <user@ openfind.com.tw=

Subject:  #r{ERAMail2000F F&hi4 gt [Add Tag] 59

Date: Tue, 20 Sep 2011 10:02:57 HTML

m

How to Assign " Tag , or T Color ; to Mails ?

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

“Tag Ad
4 OnTop =
% Flag =
I Important =l
(4 Read =
= Unread =
@ Todo =
ki Read Only =
Mone

Brown

Green

Pink

Yellow

Blue

In the Tag drop-down menu, user can choose " Tag ; or T Color  as
needed :

+

- % oon Top : Place the mail on the top of the mail list ; the tag can be

removed when click the ¥ icon directly on the mail.

- N Flag : Add a flag icon on the mail ; the flag can be removed when
click the /* icon directly on the mail.

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

— 2 Read : Mark the mail as read.

— B Unread : Mark the mail as unread.

— @ ToDo : Mark the mail as ToDo for reminding ; the o tag can be
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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 & icon
directly on the mail.

— Add color : Add color such as Brown, Green, Pink, Yellow , Blue on
mails to help you to classify massive mails.

(3) To delete the Tag
(1) Click the Tag on the mail directly.

Inbox T ITTans ave o

E= Reply & Reply All B8 Forward ¥ |Q-Tag ¥ . ¥ |Tools ¥ View ¥ Spam -
Y | Ao |[] [ Subject | Sender

MAIL 2000 User Guide=™4 e
‘*k UserdL{userls)
O& Tag:mail2000

y [y MAIL 2000 User Guide= =4

Tag:mail2000

fe

(2) Click Tag on the toolbar and select = icon from the drop down menu,
or select None to remove the color on mail.

4 OnTop
[% Flag =
I Important =l
2] Read =
= Unread =
@ Todo =
ki ReadOnly @ B
Brown

Green

Pink

® How to Change Mail Views ?
Mail2000 system offers a lot of options for viewing the mail in your mail
folders. You can view mails by Date, Subject, Sender or by Attachment, flag,
Color and so on.
Click View on the tool bar, and select an option from the drop down list.
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E= Reply e=iReply Al ®=a Forward = |'%T:ag v View * Spam ¥ |';I Move to..
! A6 || subject I Al Mails i
fe ' [0 (3 mAIL 2000 User Guide™™a! " By Date 10:22
W O 4 MAIL 2000 User Guide™ ™l = Ul By subject 10:20
(4 WG 2.05P2 Beta Package™™d " By Sender 18:48
(4 Fw MG 2.0SP2 Beta Package n Read(s) E 18:38
(2 10Reasons Why Choose Mail2000? = U Forwarded(2) 11:55
Flagged(1)
Attachment(2)
Brown
Green
Pink
Yellow
Blue

Or you can view mails by selecting the day range.

W ¥ Spam ¥ | N Move to.. ]
|Sender patd B | | =i
user(user) 09/2012:00 p
user(user) 0920 11:56
o= Useriuser) 09420 11:55
= user(user) 09/20 11:54

Select Date % |

1 Sep 2011 Oct 2011 b
Sun | Mon| Tue Wed Thu  Fri Sat Sun Mon Tue Wed Thu | Fri | Sat
1 2 3 1
4 5 B 7 B 9 10 2 3 4 5 B 7 B
1M1 12 13 14 |15 16 | 17 9 00 11 12 13 | 14 | 15
18 19 | 20 21 | 22 23 | 24 16 17 | 18 19 | 20 21 | 22
25 | 26 27 | 28 | 29 | 30 23 | 24 25 | 26 27 | 28 | 29
a0 3
201170920 ~ 2011/09/20

Select Month || Select Day

® 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.
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(2) Inthe mail content, the 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 Display the mail in its original format.

Mail:

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.

Open in New Open the mail in new window.

Window

2.3 How to Reply/Forward Mails?

1)

@)

How to Reply?
In the mails list, select the mail you intend to reply. Then, on the toolbar,
click Reply to reply the mail to its sender.

E2i Reply HREpI}'NI B Forward ¥ |‘-Tag ¥ L ¥ |Too
b | A | ] [Subject

-~ BestMessaging Solution for the Growing
O Enterprise

Best Messaaging Solution for the Growing
O % Enterprize

Or, on the toolbar, click Reply All to reply the mail to all relevant email
addresses.
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B Reply E&'Flepl'gr'.ﬂ-.ll ﬁFnrw:ard L |%T:3g L
b A0 | [C] [Subject

~ BestMessaging Solution for the Growing
WS Enterprise

[ Best Messaaging Solution for the Growing
Enterprize

® How to Forward?
(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.

ply HF:epI'g.f.ﬂ-.ll ﬁFnrw:ard L |%T:ag ¥ ¥ |Tcn:|IE: * View v Spar
[] [ Subject Sender
Best Messaging Solution for the Growing carflear
0% Enterprise USeruser;
[[] = 10 Reasons Why Choose Mail20007 - USETUSET)

] 3 Openfind embeds Adeptol Document Viewer in

Enterprise Messaaging produc = Userluser)

[ = Openfind Enterprise Search was reviewed has

been awarded Editor's Pic = Userluser)

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.

ply HF{epI':f'.ﬂ-.ll ﬁFnrl.f-a':arnd|*|llr |%Tag ¥ ¥ |Tc|c||5: v \iew ¥
[C] [Subject Pack and Forward | Sender
BestMe Fonyard as eml pwing serfuser)
= Enterpri - v - : user(user)
[]E 10 Reas DLIHE,E orwer ? = Userfuser)

] j Openfind embeds Adeptol Document Viewer in

Enterprise Messaging produc = Useriusern

[ = Openfind Enterprise Search was reviewed has

been awarded Editor's Pic = Userluser)

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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ply HRepI}'.ﬂ.II ﬁF[IFWElel‘I’ |%-Tag L < |T[IEI|:':‘- ¥ \iew ¥
[ Subject Pack and Forward | Sender
BestMq Batch Forward owing ser(user)
%= Enterpr ! LUseriuser)
=] 10 Reasons Why Choose Mail20007 mp LSEM(LSET)

|:|_:3] Cpenfind embeds Adeptol Document Wiewer in

Enterprise Messaging produc = Useriusen

[ = Openfind Enterprise Search was reviewed has

been awarded Editor's Pic = Useriusen

(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.

2.4 How to Delete Mails?

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

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

|3|II HREFI'}',&!.” ﬁFCIrWard L |%TE||:_] L A ¥ IT':”:'!E w  iowe w

[C][Subject Move to Recycle Bin

- Eetst Mgssaging Solution for the Grgy Nz|ete Permanently
nterprise

=l 10 Reasons Why Choose Mail20007? e LSEM(LSEr)

Dﬁ Cpenfind embeds Adeptol Document Viewer in

Enterprise Messaging produc = Usenlsen

[ = Openfind Enterprise Search was reviewed has

been awarded Editor's Pic = Useriusen

2.5 How to Move Mails?

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

Mail2000 offers two Move to methods:

® Drag and Drop
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(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.

Compose C E= Reply =5 Reply All B8 Forward » |%Ta
1 .
Best Messaging Solution for the
=" lnbox (35 == enrpris
B \irtual Folder IE 10 Reasons Why Choose Mailg
ESEHTI:E."S:I [ E 10 Reasons Why Choose Mail2
i o~ Openfind embeds Adeptol Docuy
Draft (1/5) Ox= Enterprise Messaging produc
llz Recycle Bin{25/3], i i )
= ) Move 1 mails to Recycle Bin. terprise Search wi
Spam (1/2) | reomoword 20 Editor's Pic
ﬁl‘u‘lanage Folders
#% scheduled Mails J

® 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.

B Forward |%Tag r ¥ |Tools * View ¥ Spam ¥ |8 Move to.
Sendeq | |nbox
?:aging Solution for the Growing useriusel Sent
Draft
ons Why Choose Mail20007? - LSEr(LEE
Recycle Bin
1 embeds Adeptol Document Viewer in = useruse Y
ze Messaging produc T Spam
d Enterprise Search was reviewed has carfsar) .
rarded Editor's Pic wp LISEMLSET) 09/2011:53 1K
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2.6 How to Add Attachments?

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

Compose

3

1A @ | [7][Subject

Folders
Best
=" nbox (214)| T Enten
& B virtual Folder = 10Ref
2 sent (2/5) e Cpenf
; Entarg
L& Draft (1/5)

= == Openf

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

Upload Attachment

/ Hon‘nalmt W ( My Drive w ( Attachment List )
Mail
Please select afile to attach.
B Send @M Attach * Encoding
FEEEE
From |admin@mz2ksp2.opet R
== ==
To " y
__ ™ FEEEE
Cc [} Use Cloud Att.
) Upload
Subject:

At

:

(1) Inthe composing page, click the Att. Button to select file from your
computer directly.
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suEs - |
- -
Uv|@rﬁﬂﬁ » LHF » v|{-,| S e o
HEEE - WmEERRE = - 0 @
PRS- aE: 2 EUE
M =E 1 =& BL ~
= =ERuE 3 i )
. Virtual Machines 201
. L BCEUMNEE 2012
= gﬁ%ﬁ | Outlook &= 201
: @ i: . Snagit Stamps 201
d = || OneNote 2% 2014
4 K . microsoft 201
= BA | Notes 201~
- 4| 1 | 3
EEEEN): v |AllFiles () -

| mezeo || =m

(2) Users can drag and drop one or more files directly into Mail2000 Att.
Block.
Notes: Only support HTMLS5 browsers can use this function.

Mail
® Send 2 Atach ¥ Encoding ¥ | Tools ¥ | = Saveas. 7 | Preview New Window | Back
|
From |pm@pm.m2k.openfind.com.tw
YD @p P Templg
To! Match
] Bec Save a
cel Exclude
J
............. aad Bacai 8.5 AR add and Delete Draft

(3) Select Attach on the toolbar to go to the attach file page, and click %
# #% % to select the file you want to attach on the mail, then click

upload.
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Upload Attachment

P
Hormal Att. w ( [y Dirive W ( Attachment List w

Please select a file to attach.

BB
HIEERE
HIBERE

[ Use Cloud Att.

Upload |

(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
Maormal Att My Drive W ( Aftachment List w
Selectthe file to attach. Path admin/Root
ype [Mame ISl_ze Date ‘Description =
[} Cloud Attachments 13/03/06 15:41 L
3 Marketing 13/04/19 18:10 [
[} ﬂ 1lpng 3519 K 13/03/04 17:56 m
0 o 2.png 36.29 K 13/03/04 17:56 i
[ Select all files (Total:110,770 Bytes)
[lUse Cloud Att.
OK

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.

From | user@ openfind.com.tw

To Ma
Bc
Cc Exy
Subject
Att. () Mail2000_vE_serguide {9,179KB)] Cancel
() ZNC_End_User_Guide {8, 124K8)] Cancel
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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 Att. 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 want to
transfer the Cloud Attachment back, please press the ATT. button.

Mail

[ 1]
® Send @ Attach ¥ Encoding ¥ | Tools ¥ Options ¥ |/=Saveas_ ¥ | Preview

From [admin@m2kspZ.openfind.com.tw

To Match
Bee
Cc Exclude
Subject:

At | @ Line.exe {3_.645KB

[ Convert to Cloud Att.
Cloud Att.: UserUl_records. ppte (155KB) Set Att. | Cancel

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

Set Cloud Att. 3¢

File Mame:Userl|_records. pptx
Expired Diate: |30 dayi(s) (System Limitation is 30 days)
Path:/Root/Cloud Attachments |j

Memao:

QK Cancel

® [f you use “Normal Att.” or choose some files from My Drive:
(1) After you upload files or choose some files from My Drive, you just need

to check “Use Cloud Att.”, and then the files will be sent as Cloud
Attachment.
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MAIL2000 EFBHRE

Upload Attachment

Normal Att. w (

Wy Dirive

W( Attachment List w

Please select a file to attach.

preview_large. jpg
BB
HEERE

Expired Date:'ﬁ

Path:/Root/Cloud Atachments [

Mema:

Upload

day(s) (System Limitation is 30 days)

Upload Attachment

MNarmal Att

My Drive

W( Aftachment List W

Selectthe file to attach. Path admin/Root

YD MName
Cloud Attachments
Marksting

@

1.png
2.png

IHE
ey

[[] Select all files (Total: 110,770 Bytes)

Use Cloud Att.

Expired Date: |20 day(s) (System Limitation is 30 days)

Memao

o]

ISi_ze Date

| »

|Descr\ptinn
13/04/20 21:25
13/04/20 16:53

3519 K 13/03/04 17:56

36.29 K 13/03/04 17:56

m

(2) The third tab “Attachment List” will list all files, and you can do transfer

or change settings for Cloud Attachment.

Upload Attachment

Mormal Att. W (

My Drive

W ( Attachment List W

MNarmal Att
[ Line.exe (3.6 MB)

Cloud Att.
UserUl_records.pptx  (155.3 KB)

preview_large.jpg (14.4 KB)

Files: 1 Total Size: 3.6 MB
URL Cancel

Files: 2 Total Size: 169.7 KB
Set Att. Cancel

Set Aftt. Cancel

50

Openfind Information Technology, Inc.



Openfind”

Openﬁndm Software Engineered for Growth %?EB#F%%

2.8 How to Add SecuShare Files?

Mail2000 system can integrate with Openfind SecuShare. User can share the
SecuShare file with URL link when composing a mail.

(1) In the Compose page, you can click the Attach to choose the SecuShare files.

From [admin@mz2ksp2.openfind.com.tw

__ From|
IMatch
T Malc
cc

Subject:

(2) Go to the third tab and select the file you want to share, and you can set the
“Download Notification”, “Expired Date”, and “Password”.

Upload Attachment

Mormal Att. W ( My Drive W r SecuShare 1 ( Aftachment List W

Home =m2ksp2 sales kits

] @ Mail2000_vé_EEAR s _20121101.doc
Size: 295.0 KB, Date: 2012/11/26 15:09:01

[t Mail2000_vE_EHEEFM_v2.4_20121101.dock
28 Size: 7.0 MB, Date: 201211126 15:23:20

m |

MLy files b
Size: 29.4 KB, Date: 2012/11/26 15:08:55

Download Netification: [ gnaple
Expired Date: [7] Epable
Password: [[] Epable

K]

| Close |
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(3) You can check the files you attached in Attachment List Tab. By the way, it
provides the setting function, too.

Upload Attachment

Mormal Att. j ( My Dirive ] ( SecuShare W ( Attachment List W

Mormal Att. Files: 0 Total Size: 0 Bytes
Mone

Cloud Att. Files: 0 Total Size: 0 Bytes
Mone

Secushare: Files: 2 Total Size: 14.6 MB

£ Mailzoo0_ve_BIEEFM_v24 20121101 docx (7.9 MB) Set Cancel

£ Mailzo00_ve_B3EFM_v2.4_20121101.pdf (6.6 MB) Set Cancel

(4) The SecuShare Files will be listed as attachment.

Mail

) L] .
¥ Send #9 Atach * Encoding ¥ |Tools ¥ | = Saveas_ ¥ | Preview Ne|

From |emma_sun@openfind.com.tw

e

Subject:

&) Mail2000_ve_E3EEF .. (6,135KB) Set Cancel
) Mail2o00_ve_E38EF (6,807KB) Set Cancel

(5) After you click the Send Icon, the SecuShare file will be shared with URL

link.
EFrom: S = i _ il LT b= g, —
Subject: SecuShare Files [Add Taal €
Date:  Fri, 06 Dec 2013 14:35:54 HTIIL
The mail contains SecuShare attachment, please download files with following links: Time Zone: (GMT+08:00) AsiaTaipei

€ Mail000_v6_EIHFH 24 20121101 pdf

(6.6 MB)
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2.9

1)

@)

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 the delivery status page, you can see the delivery status of every mail you
send.

_~_ admin Delivery Status
Compose |_
Folders Page:1/4 Next
& inbox (1021222) [ | StRELEL | sze | Statis | Subject ]
: THETVETY
Virtual Folder 13M12/04 13:58  emma@cmvi0.openfind.com.tw 3KB uccessfully test
W sent (20170) 13M2/04 1355 emma@cmvE0.openfind.com.iw IKB L
L} Draft (4/6) uccessfully
13120041353 emma@cmvi0.openfind.com.tw 3KB Mosueh | o
@ Recycle Bin(2/4) : @ -op -com. recipient
& spam 1312021753 admin@m2ksp2.openfind.comty 3 KB Delvery | smin
@teesl(?) uccessfully
Delivery

123(718) 131021 13:36  admin@ve0spl.openfind.com.tw IKB
3':‘)' Manage Faolders

. Delivery
= 1311421 09:57  admin@m2ksp2.openfind.com.tw IKB admin@m2ksp2.openfind.com.tw
#% Scheduled Mails @ uccessfully @
& Cloud Att, Status 13M1/2109:34  admin@m2ksp2.openfind.com tw IKB Delivery |4 ot
uccessfully

S Delivery Stalus 131016 1419 admin@mzksp2.openfind.com tw 1KB  Oelivery failed| 00000009009999999990

2270t 2073
uccessfully
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3. Retrieving and Sending
Mails-Advanced

Openfind”

BRI

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 Change the Size of the Edit Area?
How to Create Mail Templates?

How to Check the Mail Delivery Status?
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 MailBase Search Archive Function
How to Check Cloud Att. Status?
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3.1 How to Use HTML Editor?

BRI

In the [Compose] page, in the compose text area, click @ 1o open HTML Editor.
You may then begin editing the mail in HTML format. HTML Editor functions are

listed below:
Subject:
Alt
w | <]
RYBEBEGE@ARAEBR I UEESEE=E
ZA AN APKXEBEE-FYEEHE
I
Tool Description
Plain-Text Mode Edit the mail in plain-text format.
@  |HTML Code Mode  |Edit the mail in HTML code.
G [Select All Select the entire mail content.
") Cut Cut the selected text to clipboard.
Copy Place a copy of the selected text to clipboard.
= Paste Paste the clipboard text to the cursor-pointed location.
ZE  |Delete Deleted the selected text.
L] Undo Undo the last edit.
cd Redo Recover the last undone edit.
/A |Format Select a format from those provided.
4 |Font Change the font family of the selected text.
AZ [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.

55




openﬁnd Software Engineered for Growth

Openfind”

:=  [Numbering Enable/Disable the numbering of the selected
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.

#  [Highlight Change the background color of the selected text.

28 |Strike Draw a red line through the middle of the selected text.

A" |Superscript Display the selected text in superscript.
Example: To correctly display 10erscript. selected
text.raphs.HTML format. HTML Editor superscript it.

Ax  |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)

g2 [Insert Hyperlink Create a hyperlink for the selected text.

EE 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.

= Insert Document Insert a text or HTML file from your PC, My Drive or
the Internet. Files of other formats will be added as
attachments.

vib  [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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% |Background Music Insert an audio file from your PC, My Drive or the
Internet as the background music of the mail.

] Background Image Insert an image file from your PC, My Drive or the
Internet as the background image of the mail.

2« [Marquee Insert a marquee at the cursor-pointed location. A
square box will appear for you to enter text. Click
Preview to preview the marquee effects.

= Insert Text Area Insert a text area at the cursor-pointed location. A
square box will appear for you to enter text.

Stationary Apply stationery effects.

3.2 How to Change the Size of the Edit Area?

In the mail edit area, click ﬂ icon can change the width and height of the area.

w 5

‘im
w* Default

50%

5%

Fit the screen

Default

High

Higher

Fit the screen
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3.3 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.

1A @ | [7][Subject

Best

=" nbox (214)| T Enten

& B virtual Folder = 10 Re

2 sent (2/5) Fa Epenf

; nterp
# Draft (1/5)

= == Openf

(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 complete, there are two ways to create mail template
B Open the Save as... drop-down menu on the toolbar and select Save as
Template.

| 1}
® Send &M Attach ¥ Encoding ¥ |Tools ¥ Options ¥ | = Saveas.. ¥ | Preview Me

Save Draft

From |user@ openfind.com.tw
@or Save as a Mew Draft mplat

i)

Save as a New Template fye 3=
C Excludeh_/

bl

Subject:

B Click Save as New Template to go to the setting page.
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o
W Send #Pattach ¥ Encoding ¥ | Tools ¥ Options ™ |/=Saveas. ¥ | Preview NewWindow | Back

openfind.com.tw
From | user@op Tomplates
To Match
Beo | Save as New Template
Cc Exclude
Subject:
Aft.
®E =]

(4) Inthe [Save as Template] popup window, enter the template name and click
Save.

Save as New Template

Please enter the template title:

I Save [ | Cancel |

(5) The template file that has been saved will display in the right of the
composing page, users can apply the templates quickly by click the template
titles.

L)
®Send @ Attach T Encoding ¥ | Tools ¥ Options ¥ | /= Save as... New Window | Back

___ From|
_ ™
_c

From | user@openfind.com.tw

T Match
Bco Save as MNew Template

Templates Hide

C

=] Weekly Mesting
= ForBOSS

Subject:
=) Marketing

kil

&)
[ﬁ\i

(6) To edit the template content, please load into the template and edit it directly,
and click Save Template after finish editing.
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| 1}
b Send @4 Attach ¥ Encoding ¥ |Tools ¥ Options ¥ | =Saveas.. ¥ | Preview

Save Draft

From | user@openfind.com.tw
@op Save as a Mew Draft

Save as a New Template

bl

Save Template

Subject:

\i
[

3.4 How to Check the Mail Delivery Status ?

(1) When composing a mail ,open the Options drop down menu on the toolbar,
and then select [Delivery Status].

| 1]
¥ Encoding ¥ |Tools ¥ Options ¥ | = Saveas. ¥ | Pre

Plain Text
w HTML Mail

W Save Sent Copy

Send and Delete Draft
o Delivery Status ‘{b

Lo o b o
™ TLLITTL

L ==

Request Read Receipt
|8 O A BA| g gyied Mails 5

If you enable the Display Frequently Used Options in your preference
settings, you can select the Delivery Status directly on the Compose page.
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Mail
a )/9 a g l' a
Ei find. tw
rom | user@ openfind.com Tenl
To Match
Bce Say
Cc Exclude =
=hA
Subject:
=y

E

HTML Mail |E| ] Important DRequest Read Receipt [ 5ave Sent Copy [[l=end and Delete Dra DDeIivery Status

kil

I

W RYEBEEOCARANB I U
DgA/praoxil8HE b %O

I

(i@

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

E=Reply = Reply Al 28 Forward * |%T:ag ¥ ¥ |Tools * View ¥ ||;! Move to.. 3 Mail(s), 1
7] [Subject Recipient
] 3 Weekly Meeting E-rilz:use-rilz:
[ 2 Best Messaging Solution for the Growing Enterprise l user(user)
0 —Subject: Weekly Meeting
Date sent: Tue, 20 Sep 2011 18:19:16
Type Recipient Email Status
Recipientuser(2 user02@ openfind.com.tw Az Unread
o g Have been automatically
Recipientuser user@openfind.com.tw
forwarded
.. Outgoing Mail - Delive
Recipient User03 Userd3@openfind_com tw % going v
Success
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3.5 How to Auto-File Mails?

Openfind”

BRI

Mail2000 features the Auto-File function to help you automatically organize your

mails.

In the [Inbox] mails list, open the Tools drop-down menu on the toolbar and
select Auto-File.

Inbox
E= Reply HRepI'_l.-'.ﬂ-.ll B Forward ¥ |%—Tag ¥

¥ | Tools ¥ View ¥ Spam ¥ |r§!r

) |A-@ | [C] [Subject Auto-File
[[] = BestMessaging Solution for the Growing Entel prafap Ices

[[] B 10 Reasons Why Choose Mail20007?
O 3] Cpenfind embeds Adeptol Document Viewer in Enterprise Messaging produc

[] & Openfind Enterprise Search was reviewed has been awarded Editor's Pic

In the 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

Below are the suggested destination folders for each of the majlsmcordj.ﬂg to automatic intellizent analysis results.

You may manually change the destination folders. (Detailed categorization of folders and mails increases the efficiency of Auto-File )

Total: 3 This page lists 3 filing suzgestions Page: 1/1
Auto-File Selected | Auto-File All |
Mew [ Subject From Date Size Folder Ok

= [ 10 Reasons Why Choose Mail2000? user{user) 09/20 1K | mail2000 |Z| oK
- ' ' 11:55
Openfind embeds Adeptol Document Viewer in : 09/20 :
er(user) oK
B Enterprise Messaging produc ueerusE 11:54 1K | mail2000 E J
I Openfind Enterprise Search was reviewed has been : 09/20 :
= er(user) oK
 Swarded Editor's Pic userusEn 11:53 K [ mail2000 _[+]

(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
Mew [ Subject From Date Size Folder OK
. #
= [0 10 Reasons Why Choose Mail20007? user{user) ??ég 1K | mail2000 E| 0K
: Discard
Openfind embeds Adeptol Document YViewer in IR 09/20 oK
Enterprise Messaging produc useriuser) 11:54 K mail2000 J
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(4) To move all mails to their destination folders, click Auto-File All;
Or, to move only certain mails to their destination folders, select the mails
and then click Auto-File Selected; Or, 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.

3.6 How to Add Sender to Contacts?

Mail2000 features the Add Contacts icon for user convenience.
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 a#icon, the system will display all unfamiliar addresses listed in
the mail; select those you intend to add and press OK.

From:

Date:

e

Subject: Fw: MG 3.0SP2 Beta Package [Add Tag] %&

Tue, 20 Sep 2011 18:38:27

————— Forwarded message-----

L]

i

3.7 How to Add Sender to Block List?

(1) Inthe mails 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.

BRI

—

Iy #=8 Reply All 8 Forward v | @ Tag v

] [Subject
= j] Fw: MG 3.03PZ Beta Package

[ 3] 10 Reasaons Why Choose Mail20007

Report Spam

¥ |Tools ¥ View ¥ Spam ¥ |[8Moveto.

Add to Block List

= 1T

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

1 }Mgﬂ@mni;mmﬁ.m.w \

O

O 2 6157227134

] 3 ‘epaper@ori newworld.corn.tw 'i
O  Select Al

%] Cancel

(3) You will no longer receive mails from these IP, Hostname or Email
addresses.

3.8 How to View Detailed Header Information?
When previewing/reading a mail, there isa = bullet at the beginning of the
sender address. You may click the bullet to expand the detailed header

information.

- Before Expansion

rum: < user(3 @openfind.com.tw= S,
Subject: Linkedin Metwork Updates, 9/08/2011 [Add Taq] &
Date:  Tue, 20 Sep 2011 18:51:20

Better. Faster. The Mew LinkedIn Mobile App for iPhone

- After Expansion
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Elffrom: = user03 @openfind.com.tw= fa,
To: user =user@ma2ktrial.openfind.com.tw=

Ce: userl2 =userl2@openfind.com=

Subject: Linkedin Network Updates, 9/08/2011 [Add Taa] %
Date:  Tue, 20 Sep 2011 18:51:20

ster. The Mew LinkedIn Maobile App for iPhone

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

(1) Open the Tools drop-down menu in the upper right corner. Then, 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.

HFrom: < user(3 @openfind.com.tw= fa,

Subject: Linkedin Network Updates, 9/08/2011 [Add Tagl §5
Date: Tue, 20 Sep 2011 18:51:20

Tools Menu
Save Mail As
Display Mail Header

View Original Mail
Add to Contacts
Linkedin . |Add to Safe List
Network Updates, Sep 1 - Sep 8 Ling,,

Return Receipt
Preferances

Updates from Your Extended Network
Updates from Professionals in the Computer Software Industry

W

Open in New Window

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

Inbox

i Reply =8 Reply All 28 Forward ¥ |%’-Tag L

1A @ | [T][Subject
[ G
=R
[
[ j] 10 Reasans Why Choose Mail20007
[l j] Openfind embeds Adeptol Document Viewerin E
[l j] Openfind Enterprise Search was reviewed has be

Then, the system will display the detail mail information in new window.
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Received: Bw OpenMail Mailer;Wed, 23 Feb 2011 14:59:13 +0800 (C3T)
From: "nser" <user@pm.nlk.openfind.com. twe

Replv-To: user@pm, 2k, openfind, com. tw

subject: MailZ000 V& Release

Message-ID: «<1208444258 13220 nse@pm. 2k . openfind . com, tw=

To: "uzer" =user@pm.m2k.openfind. com. twe

Co: "adn" <adm@pm. m2k. openfind . com. tws,

"uzer0l" suserll@pm, m2k ., openfind  com. twe,
"nserl2" smser02@pm. m2k . openfind . con. tws
Date: Wed, 23 Feb 2011 14:59:12% 40200 {C3T)
MIME-Version: 1.0
Eetunrn-Path: user®@pm. m2k ., openfind ., com. tw
Content-Type: textfplain; charset=hig5
Content-Trans fer-Encoding: quoted-printable

3.9 How to Save Mail as a File?

(1) Inthe mail content, open the Tools drop-down menu in the upper right corner
and select Save Mail As.

HFrom: E#HE =mario_wang@openfind.com.tw= gg
Subject: Linkedin Metwork Updates, 9/08/2044 [Add Tag] §&
Date: Tue, 20 Sep 2011 18:51:20

Tools Menu

Save Mail As
Display f'ﬁl Header
View Original Mail
Add to Contacts
Add to Safe List
Print

Return Receipt

Better. Faster. The Mew LinkedIn Mobile App for iPhone and A

| LI |

LinkedIn

Network Updates, Sep 1 - Sep 8

Preferences
Updates from Your Extended Network Open in New Window

lndatoe from Prnfoceinnale in tho Mammitar Softwars Indnetos

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

(1) The Scheduled Mails function enables you to send mails at specified time.

E':’""Pﬂ'::"e 7]  EmReply &= Re

fn) |HABIC s

[ &4 L

8™ inbox (6). O&
&8 virtual Folder E & F
= sent (315) S 1
5 Draft (6/10) o

(2) After composing the mail, open the Options drop-down menu on the toolbar
and select Scheduled Mails.

= Send :@!—‘-.ﬁ:at:h ¥ Encoding ¥ |TCICIIE: W

Plain Text
o HTML Mail

W Save Sent Copy
Send and Delete Draft |

Delivery Status
Important
At .
Request Read Receipt
W B & B0 AAM [ sheduled Mails
G 82 A 2 an ab A o b (] B[] BB B eh 9 B E

(3) Set the delivery time and click Set. To change the time, please first click
Remove to cancel the scheduled time and then set another time.
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Select Date B

1 Sep 2011 b
Sun Mon Tue Wed Thu | Fri @ Sat
1 2 3
4 g B 7 B 9 10
11 12 |13 | 14 | 16 | 16 | AT
18 19 | 20 | 21 22 | 23 X
25 | 26 | 27T 28 | 29 | 30

2011/09/21 :

(4) When you are finished scheduling the mail, click Send. The system will send
the mail at the specified time.

(5) If you want to edit the mail before sending, please select the Folders on the
left menu and click the Schedule Mails.

3 user
Compose @
Folders

aE=" |nbox (5)

= 8 virtual Folder

-2 sent (3i5)

[ Dratt (6110)

I Recycle Bin(29/40)

¥ spam (1/2)
ﬁ Manage Folders
(4% Scheduled Mails|

Scheduled Mails

Your scheduled mails are listed below:

Subject | All Recipients Scheduled Time | Edit |Delete
MAIL 2000 USER GUIDE  userl2@m2ktrial.openfind.com.tw  2011/09/21 15:40 3
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3.11 How to Request Read Receipt?

When composing the mail, open the Options drop-down menu and select
Request Read Receipt. Then, click Send to send the mail.

| 1}
® Send &9 Atach * Encoding ¥ | Tools ¥ Options ¥ | = Saveas.. ¥

Plain Text

From |user@m2ktrial.openfind.com. tw .
@ g o HTML Mail

4]

W Save Sent Copy
Send and Delete Draft

Delivery Status

C

el

Subject:
Important

it

t

Reguest Read Receipt

W @8 B O A AM| gonedied Mais

If you enable the Display Frequently Used Options function, you can choose to
add request read receipt right below the edit area.

Mail

| 1}
® Send &4 Attach ¥ Encoding ¥ | Tools ¥ Options ¥ | =Saveas. ¥ | F

_ o Plain Text
Frnm|admm@mzksp2.npenﬂnd.cnm.tw HTML Mail

w* Save Sent Copy
w Send and Delete Draft
Subject: Delivery Status

A

Important

Request Read Rec@t

&

Scheduled Mails

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.
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3.12 How to Search Mails?

The Search function is located in the upper right of the Mail2000 user interface.

1
O] [ Subiect |Sender \Date [ Size |
[ 2 Linkedin Network Updates, 9/08/2011 mario_wang(E#E) 09/20 1851 31K
[ £ MG 3.05P2 Beta Package mario_wang(ET#RE) 0920 18:48 3K
[ =] Fw: MG 3.0SP2 Beta Package mario_wang(EFE) 0920 18:38 3K

® 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 at the right of the
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
selected

MAIL &4+ Logout |7

By Subject
By Tag

SELI I By Sender
By Content
By Date

By Participant

By Recipient
Advanced Search

® Advanced Search

(1) Enter keyword(s) in the search box and click the "+" button at the right of the
B [+

icon.
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(2) In the drop-down menu that appears, select Advanced Search.

MAIL &4 | +| Logout || ?

By Subject
By Tag

SER ML) By Sender
By Content
By Date

By Participant

By Recipient
Advanced Search

(3) Inthe [Search] page, specify the search field and scope. Then, click Search to
perform advanced search.

Mail2000 Finder
Global W ( Mail ] ( Contacts W ( My Drive W ( Sticky Motes ]

Subject | | [lselectall lnvert

Keyword | | W14t Content V] At Name 2 Inbox

: o [ sent

|::—>u<‘. J Date | Not specified [+ F Draft

— From | | [C] Recycle Bin
B O spam
To | | [CI Participant [ teest
Others [ 123
Search | Reset

3.13 How to Quickly Resend Mails?

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

Compose ¥ Edit E=mReply i=if

Folders tIA|9]O]Subject
= MAIL 20
& inbox (6} W [O] = wWarning
=8 virtual Folder W [[] &= warning
152 Weekly!
& Draft (7/11) ] = BestMe
1> Recycle Bin(29/40) El & BestMe

¥ spam (112)
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(2) Inthe Sent box page, open the Tools drop-down menu and click Resent.

ly All 2% Forward v |%Tag L ¥ |Tools * View v |[Slm
USER GUIDE Pack

.ould not send mail for past 2.5 hours Export Mail

.ould not send mail for past 2.5 hours Add to Contacts

ting Add to Safe List

aging Solution for the Growing Enterprise | preferences

3.14 How to Pack and Download Attachments?

(1) Inthe mails list, select the mails whose attachments you intend to download.
Then, on the toolbar, open the Tools drop-down menu and select Pack.

E= Reply HHEpI'{f‘ All ﬁFnrward ¥ |%Tag L ¥ |Tcn:|IE: ¥ \iew ¥ Spam ¥ ||i!
! A@ | [C]  Subiect Date [
% [C] (22 MAIL 2000 User Guide Export Mail 09721 11
O j Linkedin Metwork Updates, 9/08/2011 Auto-File 0920 14
O j MG 3.05P2 Beta Package Add to Contacts 09/20 14
] (4 Fw: MG 3.05P2 Beta Package — Add to Safe List 09520 14
AFrom: user <user@mz2kirial.openfind.com.tw= Preferences
Subject:  MAIL 2000 User Guide [Add Tag] 5@
Date: Wed, 21 Sep 2011 10:22:03
Attachment: s & ADM_GUIDE. txt( 1K)\ ®'USER_GUIDE txt(1k)

(2) Inthe File Download popup window, click Save.

EETE

= ERERESATEREEE?

E £#: 33380479606_packzip
83U WinRAR 7IP E£548 + 1.10KB
fi£: mail.office.openfind.com.tw

(EEERO)| [ #E® | [ WA |
L

| S B A E R T RE R A AR ¢ (AR R AT
@ Etﬁl‘%gﬂ"ﬁflﬁﬂﬁ NFAASERACR » 5T RROREERE
+ BBl
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3.15 How to Set Default Sender?

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

E':’""Pﬂ'::"e 7]  EmReply &= Re

fn) |HABIC s

[ &4 L

8™ inbox (6). O&
&8 virtual Folder E & F
= sent (315) S 1
5 Draft (6/10) o

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

Mail

=
® Send @0 Attach ¥ Encoding ¥ |TCIEIIE: ¥ Options ¥ | = Save

Restore

From | user@ma2ktrial.openfind.
@ . Preferences

L L

Subject:

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

Display Boco Field ) yes @ mao

Display Frequently Used Options ) yes @ pNo

Default Sender | * user@maktrial.openfind. com.tw |E|

*user@mzktrial.openfind. com. tw
a2 i@, pop a8 0 ar(

Enable Auto-Save
Default Mail Encoding | Default Language |E|

Use Basefd Encoding for Attachments @ yes ) Mo

Add Recipient(s) o Contacts | Default |E|

(4) Click OK to finish. All changes will be applied on your next login.

Notes
Before setting the Default Sender, please add a POP3 accounts first. For
example, if you want to select pm@openfind.com.tw as your default sender,
you have to add this account in your POP3 accounts.
You can also select the sender when composing the mail by click the From
button.

From |user@maktrial.openfind.com.tw

o ||user@m2ktrial openfind_.com.tw
user02i@.pop3.live com (user2)

C|:|
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3.16  How to Set Compose Preferences?

Openfind”

BRI

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

‘3':*""P’k’f"e
FAl+ N 48]0 [Subi
O e 0
Bl inbox (6) | mps
&8 virtual Folder E & F
= sent (315) S 1
L Draft (6/10) o

(2) Inthe [Compose] page, open the Tools drop-down menu on the toolbar and

select Preferences.

Mail

Restore

| 1]
® Send @ Attach ¥ Encoding ¥ | Tools ¥ Options ¥ | /= Saveas.. ¥

From | user@maetrial.openfind.
Prefarences

i

=

o]

c

_ Fom|
T
C

Subject:

22 S

(3) Inthe [Preferences] page, options are provided for you to personalize your
[Compose] page. You may set to display frequently used functions on the

page.

B Display Bcc Field : Choose to hide or display the Bcc Field by default .
B Display Frequently Used Options : IF you enable this function, the
system will display the functions below in the edit area :

- I Signature |

—  Tlmportant |

—  TRequest Receipt |

— 'Send and delete draft |
—  TDelivery Status |

- I'Schedule Mails |
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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.

K. Preferences
Display Bco Field Yes @ MNo Display the Beoc field by default.

Display the "Signature”, "Important”,
"Request Receipt”, "Copy Sent Mail
Display Frequently Used Options Yes @ MNo ", "Send and Delete Draft”, "Delivery
Status™ and " Scheduled Mails™
below the compose text area.

Default Sender  * user@mzkirial.openfind.com.tw »  Select default sender address.

Auto-save the mail at regular interval
Enable Auto-Save @ Yeas Ma in case of accidents such as power
outage.

Default Mail Encoding  DefaultLanguage = Select default encoding when

composing.
Use Basefd Encoding for @y N Text attachments will be forced into
Aftachments es o Basefd encoding when sending.
Display list of non-contact recipients
Add Recipient(s) to Contacts  Default - to add to Contacts after sending the

mail.

% Cancel ‘

(4) When you are finished with the settings, click OK. All changes will be
applied on your next login.
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From | user@mzktrial.openfind.com.tw

Templates H

To Match “ N T st

o = odve as Mew [emplate
= Display Bcc Field Ecgude
| = Weekly Meeting

Bec

=) ForBOSS
Subject: = marketing

At

HTML Mail |E|||:| Important ] Request Read Receipt [¥] Save Sent Copy [C Send and Delete Draft [[] Delivery Status

W LB EEOEMAMB; UEEE EE |9
B EZA AP EHNED—EYEE

Display Frequently Used Options

Notes
You may choose to hide rarely used functions; these functions can still be

accessed in the Options drop-down menu.

3.17 How to Delete Attachments?

(1) Inthe mail content, open the Tools drop-down menu in the upper right corner
and select Delete Attachments.

EFrom: user =user@m2kirial. openfind. com.tw= I TRE
Subject:  MAIL 2000 User Guide [Add Tag] 2 S -h
Date: Wed, 21 Sep 2011 10:22:03 ack Attachments
Attachment: \» & ADM GUIDE txi(11) " ®USER_GUIDE xt(1k) s Delete Attachments
Save Mail As
§ Display Mail Header
Openfind™ = § View Original Mail
Messag|ng System 1 /j Add to Contacts

- Add to Safe List

The Best Email Software for the Growing Business
= Print

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

[¥]: ADM_GUIDE txt txt 1 (X
[ USER_GUIDE txt txt 1 (X
[ Selectall

Delete! Cancel |

Notes
To delete one single attachment, you may directly click the button.

3.18 Integrate MailGates ZIP and PDF Encrypt Function
Mail2000 system can integrate with MailGates ZIP and PDF Encrypt Function.
Users can click the “* button to enable the MailGates encrypt function when

composing mails.

(1) When composing the mail, click the “* button to encrypt the mail.

Mail
® Send 9 Attach ¥ Encoding ¥ | Tools ™ |=Savea.s... * | Preview New Window
From = | e fio e el
To IMatch
Bcc
Cc Exclude
Subject : |
b
t  ZIP Enc.
HTML Mail |E| Ol Important DRequest Fead Receipt [¥] save Sent &l PDF Enc le
() @g%ﬂf’ﬂ%éﬁﬂ FA | EE—L,_—._E—E
Y“EeEO-FYBEE

(2) When receiving the mail, the recipient have to get the password from the
sender to unlock the mail.
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B 2R IR adm <adm@fc197 office.openfind.com = pr3

1&17%7ben@linuxﬁg.omce.openﬂnd.com.tw
157 MailGates ZIP INBRBISHE 14 (A 58]
H &8 :Tue, 18 Mar 2008 23:43:31 +0800 (CST)
B 48 enerypt zip(1K)

Openfind

MAILGATES 2458 % #t

ben@] inux69.office.openfind.com.tw , BHF
[F ey EM AR B g S = 0 B 250 »
RES A EHEE o

<

(3) In the same time, the MailGates will encrypt the mail by password, and the
password will be sent to the sender by mail. The recipient can get the
password from the sender by instant message, phone, SMS and so on.

79

Openfind Information Technology, Inc.



Openfind”

Openﬁnd“. Software Engineered for Growth E?Eﬂ{q:%ﬁ

3.19 Integrate MailBase Search Archive Function

Mail2000 system can integrate with MailBase Search Archive Function. User can
search the archived mails which are in MailBase.

(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 at
MailBase.

=g emma

O Search Results Reset Search

-]
Compose [—

By Query Conditions -~ 10,000 / all mails of the search result are displayed

Folders
3 Forward ~ Display 1 ~ 100 mails - Display | 100 mails per page. 1/ / 100
=8=" inbox (1/3406) 225 2 [=] PR . g
Booor a Subject+ / Sender ¢ / Recipient T T
TOF’(54) (& [Buazilla 258321 REOPEN..
Bimp O From: <m2k_noc@mail2000. 3K 2013/12/06 15:11

Mot finish archiving process (part of information can not be displayed)

=8 vidual Folder

Archived Folder zpsaalif LS ESHIERE - )
QLastnalfyear ] Fram: <zlucjtz@ying-hao.co. 11K 2013/12/06 15:07
B a1 Not finish archiving process (part of information can not be displayed)

ast 1 vear

B L ast2years @ [Buazilla 362341 NEW (Cy
] From: =m2k_noc@mail2000... 4K 2013/12/06 15:04
To: <bug_pm@openfind.com...

@ Iore than 2 years

3.20 How to Check the Cloud Att. Status?

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

Folders

& inbox (41/66)
=8 virtual Folder
‘2 sent {15i31)
L Dratt (4/5)
B Recycle Bin44/50)
¥ spam (111)
=
812
3% Manage Folders
#% scheduled Mails

_ﬁ Cloud Att. Status T

ﬁ' Delivery Status

(2) After click “Cloud Att. Status”, you can check the mail list which includes
Cloud Attachments.
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Cloud Att. Status
Total 13 records 1 /1Pages
Time « Subject Recipient Cloud Att.
1200310 16:25 test admin (admin@m2... {111.png ... & URL
13/03/06 18:10 Bl S ERER admin (admin@mz2.... g omp . @ URL
13/03/06 15:04 test123 admin (usert@ma... 1.png |& URL
12/03/06 15:03 dddd admin (admin@m2... 1.png |& URL
13/03/04 22:24 FWEEFE admin (admin@mz2. .. 5.png ... |& URL
13103104 2221 e admin (admin@m2. .. EEFEF.eml .. & URL

(3) You can click “URL” button to check the detailed information for a Cloud
Attachment.

Cloud Att. Status

FEE bmp

Mail Subject: &i>r5FERER Expired Date: 2013/04/05 18:10 Extend
(V) ‘ Recipient ‘ Download Link | Last Download Time | Download Counts
Q admin@ma2ksp2.openfind.com.tw Mo records. 0

Back

81

Openfind Information Technology, Inc.



Openfind”

op enﬁ n d Software Engineered for Growth %EI. ? EB 14: 1% ﬁ

4. Manage Folders

Manage Folders, similar to folder management on your PC, allows 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 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/Edit Tags to Mails?

How to Edit Folder Attributes?

How to Publish Folders?

How to Set Folder Sorting?

82



Openfind”

openﬁnd Software Engineered for Growth %?EB#FI%%

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

® Virtual Folders

This folder contains all user-defined virtual folders. These virtual folders
categorize incoming mails based on their attributes, such as received date, senders,
flags, etc.

® Sent

This folder stores copies of the sent mails.

® Draft

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

® Recycle Bin

This is where all the deleted mails are moved to. You may set to clear Recycle Bin On
logout or to only delete the expired 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, use the function safe
Senders OF Safe Recipients t0 fix the problem.

Notes

On the left menu under Folders, the number in the parentheses next to each folder

name signify the following:

- Inred (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.

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

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:
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(1)

@)

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

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

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

This Month : Mails received within this month are included in the This
Month folder.

In 3 Months: Mails received within 3 months are included in the In 3 Months
folder.

In 6 Months: Mails received within 6 months are included in the In 6 Months
folder.

Unread : Mails that are not yet read are included in the Unread folder.
Delivery Status: If the users enable the " Delivery Status | function, users can
check the mail delivery status in virtual folders and sent box.

How to Create Virtual Folders?
On the left menu, click Folders, expand Virtual Folder, and select Manage.

Folders

& inbox (9)

=& virtual Folder
I'EiFriends
E%Tnday
B This week
& This month
B 3 Months
B n & Months
iEiNew
I'E'ITrack
& waii2o000

| b Manage |

In the [Virtual Folders] page, click Add.
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Folder Name Description] Order | Edit | Delete
Friends Lia )
Today By LB
This Week G L
This Month Lz )
In 3 Months e ]
In 6 Months B ]
New By L
Track L ]
Mail2000 By L
Add |

(3) Enter a name and description for the virtual folder and select a sort method.
Then, click Next.

1 Virtual Folder Name

IJsing a relevant name and description for
the virtual folder will help you to manage
folders easily and efficiently.

Folder Mame: Mail2000

Hew Mail

Description:

S

Sort Method: | by Date (descending) |Z|

Cancel | Next|

L2

(4) Specify the folders from which you intend to collect the mails for the virtual
folder. Then, click Next.
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! Please selectthe source folder

System will automatically search mails in the selected source folders and list
all matched results in the virtual folder.

Methods to specify source folders:

1. Select the folders and search mails in the selected folders only.

2. Check All Folders first and then select the folders to be excluded.
System will search all folders except for the selected folders (i.e. exclude
Spam and Recycle Bin). With this method, you do not need to update the
virtual folder settings when new folders are created; the system will
automatically include them.

[C] Al Folders

Available Folders: Include Following Folders:

Inbox - -

mail2000
Impart Mail2000
Sent

Draft

Recycle Bin Add-=
Spam "y

Elack| Mext | Complete |

(5) Set the time interval within which the mails received will be included in the
virtual folder. Then, click Next.

& Time Interval

Set proper time interval to narrow down the search
scope. Only mails within specified time interval will
he included in this virtual folder.

Select Time: ],.TEF!?E :/j

Back Next[

(6) Set the flag rule(s) and then click Next.
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{=! FlagRules

Set flag rules to narrow down the search scope. Only mails with
matched flagis) will be included in this virtual folder.

Methods to specify flag rules:

1. Click Nextto omit setting flag rules; this will allow mails with any
flag(s).

2. Select one or more flags. Only those mails with any one of the
flags will be included in this virtual folder.

Available Flags: Selected Flags:

Attachment o Important -
Mew

Sent Copy
Forward
Top

Signed Add-=
Flag <
Todo —‘
Replied

Read Only

Archived
POP3 Account 1

m

Back| Next_| Complete

(7) Set the color label rule(s) and then click Next.
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& ColorLabel Rules

Set color label rules to narrow down the search scope. Only mails with
matched color label{s) will be included in this virtual folder.

Methods to specify color label rules:

1. Click Next to omit setting color lahel rules; this will allow mails with
any color label{s).

2. Select one or more colors. Only those mails labeled with any one of
the colors will be included in this virtual folder.

Available Color Labels: Selected Color Labels:

Brown MNone
Green
Pink
Yellow
Blue
Add->[
<-Remaoy

Set the sender rule(s) and then click Next.

& SenderRules

Set sender rules to narrow down the search scope. Only mails with
matched sender(s) will be included in this virtual folder.

Methods to specify senders:

1. Click Next to omit setting sender rules; this will allow mails
from any sender(s).

2. Contacts List: include all senders listed in Contacts.

3. Safe Senders List: include all senders listed in Safe
Senders List.

4. Custom Sender: include senders matching the specified
rules.
Example 1: *@mail2000.com.tw includes all senders from
the domain mail2000.com.tw.
Example 2:john* includes all sender accounts prefixed
john.

5. Selecting sender rule(s) to include only mails from senders
matched with any one ofthese rules in this virtual folder.

Select Rules: | Custom Sender v
Email 7
AiNfase: \_@Tenﬂnd.com [
(=]
THe sender is *@mail2000.com
Results:
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(9) Enter the keyword(s) you want the mail subject to match and then click Next.

& SubjectRules

Methods to specify subjects:

with any subject.

included in this virtual folder.

Set subject rules to narrow down the search scope. Only mails
with matched subject{s) will be included in this virtual folder.

1. Click Next to omit setting subject rules; this will allow mails

2. Setone or more subject rules. Only those mails with
subjects matched with any one ofthese rules will be

Subject: iContains VHmessaging

[*€8naboration
|*mail2000*

Results:

(10) Verify all settings and then click OK.

&7 Information Verification
Folder Name:Mail2000

Description:Mail2000 Newsletters
Sort Method:hy Date (ascending)

Source Folder:Search in the following folder(s):
Newsletters

Time Interval: Today
Flag RulesContains Flag(s): New

Color Label:Contains Color Lahel{s): None

*@mail2000.com

Subject:Contains messaging
Contains collahoration
Contains mail2000

g

Sender.Contains Sender Rule(s): The sender is *@openfind.com, The sender is
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(11) You will find the newly created virtual folder *Mail2000," in the [Virtual
Folders] page.

4.3 How to Create/Delete/Edit/Expand Folders?

® How to Create Folders?
In addition to the default folders, you can create new folders to strengthen the
organization of your mails.

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

(2) Inthe [Manage Folders] page, click the S jcon,
(3) Enter a name for the new folder and then click OK.

| Name | Hide | Unread / Total| ~ Size | New| Edit | Order| Publish
[Foot] W)
[C] Inbox 5/514 36254 MB Liw L3
] Stella O 0/171  435MB e Lz L
[ an O 0/239 11096MB e & L
[C] Kappa O 0/109 6550MB Liw L@ Liw
[C] Sam O 0/61 170.06 MB Lia L@ [w

® How to Create Sub-folders

For structured organization, you may create sub-folders in created folders.

(1) Inthe [Manage Folders] page, locate the folder in which you intend to create
a sub-folder and click the “# jcon.

(2) Enter a name for the new sub-folder and then click OK.

| Name | Hide | Unread / Total|  Size | New| Edit | Order
[Root] B
[C] Inbox 5/514 3625408 La Lz

Stella O 0/171 435 MEI Bz On
O O 0/239 11096MB Lia Lia L
P auns O 0r109 es550MB Lm La La
[ S O 0/61 17006MB Lm L L
O s O 0/18 2917 MB LE Lz L

Tip: Quick-Create Sub-folders
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On the left menu, right-click on the folder in which you intend to create a
sub-folder. In the right-click context menu, select Add.

(1)
@)

1)
(2)

3)

Compose (@
Folder Hi
Folders
= Vi
=& Inbox (8) & Vi
B mailzo00i1)
B virtual FoldiAdd E
1A Sent(2/7) |Ope
[ Draft (10114] _
Edit Folder N
I Recycle Bin _
: Publish
EH Spam (1/2)
4% Manage Folders Descrig
4% Scheduled Mails

How to Delete Folders?

On the left menu, click Folders and then select Manage Folders.

In the [Manage Folders] page, locate the folder in which you intend to delete
and click the "3 icon.

Btimport M2 archive WcDelete MMoveto..
| Name | Hide | Unread/Total |
[Root]
] Inbox 0/8
mail2004 O 01
[ Sent 217
Diﬂ 10/14

How to Edit Folders?

On the left menu, click Folders and then select Manage Folders.

In the [Manage Folders] page, locate the folder in which you intend to edit
and click the %@ icon.

Enter a new name for the folder and then click OK.
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| Name | Hide | Unread/Total Size | New | Edit |
[Root] B
[7] Inbox ors  oo7me Lm |Lia
mail2000 O 0/1  ooomB Lm Lz
[T sent 2/7  001MB Ly Lz
7] Draft 10/14 1925MB L8 [0

® How to Expand Folders?
To expand a folder, click the = bullet to the left of the folder name.To collapse a

folder, click the = bullet to the left of the folder name.

= Virtual Folder
& Virtual folder 1
& Virtual folder 2
™ Manage

2 Sent (87/566)

L Draft (242/308)

® How to Change the Order of Folders?
You may change the order of user-defined folders based on your preference.
(1) Inthe [Manage Folders] page, locate the folder whose order you intend to

change and click the icon.
(2) Inthe selection menu that appears, choose your desired option.

| Name | Hide| Unread / Total|  Size | Mew| Edit| Order| Publish
[Root] W]
[ Inbox 21369 11030 M8 Lw &
[] mailBase O 0/18 s14mB e 3
[] Mail2000 O oro  ooome Lim 3

® How to hide or display the folders?
In the [Manage Folders] page, click the " “> , button to display or hide the

folders.
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| Name | Hide| Unread / Total|  Size | Mew| Edit| Order| Publish
[Roat] e
[ Inbox 31370 110.80 MB [ (@
] MailBase O 0718 s14mB Ua [
[ Mail2000 o/0  ooome L &
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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.

] 4 ZWCEndUser Guide

Info Center

Preferences

..L Privacy

EI% Personalization
Frofile
Shortcuts

| Caonfiguration

Themes
Signature
Tags
Left Menu

& Mail Options

(2) Inthe [Configuration] page, click the General tab. In the Mails List section,
select the number of mails to be displayed per page.
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General Mail Compose POP3 Retrieve
Fane Mode @
Harizontal Split Yertical Split Full Page
Auto-Preview @ Disable ) Enable
Remove JavaScript @ Disable O Enable
Default Reading View HTML |E|
Block External Images Only Block in Spam |E|

[¥| Block Inline Images
Block Unread Mails Only
Block Unknown Senders Only

Mails List Mumber of Mails Per Page: | 100 |E| Mail(s)

Display after Deleta After Delete | Mext |E| a5

Auto-Retfrieve POP3: fgu

Empty Recycle Bin Logout | Do not delete mails |E| in Recycle Bin on logout
Mew Mail Motification 10 Minutes |E|

(3) Click OK to finish.

4.5 How to Archive and Export Mails?

The Archive function allows you to archive and export the mails of a designated
folder. By running Archive, the system first converts the mails to a format

adopted by general mail software. Then, the mails are compressed into one single
file for downloading convenience.

(1) On the left menu, click Folders and then select Manage Folders.
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&, user

Compose

3

Folders

El="1n00: 9)]

=& virtual Folder

2 sent (2i7)

L Draft (10/14)

B Recycle Bin(20141)
¥ spam (1/2)
ﬁ@rﬂanage Folders
#% Scheduled Mails

Manage Folders

Bt import WE archive W Delete [

BRI

Mame

[Root]

T Inbax
[Z] mail2000
[ gent
" Draft
[C] Recycle Bin [Empty]

[ Spam [Empty
Total

Hi

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

Poimport WE archive WcDelete MMoveto..

Still remaini

| Name

[Roof]
] Inbox
mail2000
] sent
"] Draft
["] Recycle Bin [Empty]

[ Spam [Empty
Total

| Hide | Unread/Total |

079

01

217

10/14

20141

1/2
42174

Size

0.07 MB

0.00MB

0.01MB

19.25 MB

1.46 MB

0.07 MB
20.85 MB

| Mew | Edit |

¥y ¥V EFVE
YV EEVEE

(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 over 255 Bytes, the folders will be
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renamed, for example mbox_1, wm7_2 and so on. The archive function
won’t be affected after the folder be renamed.
® 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 Mail2000 system, please
select this format.
® Archive Options
m  All Mails
B Non-archived Mails
B Specify day range (Mails before certain date)

mail2000 Archive Information

Mails Size Estimated Size
All Mails 1 1K 1K
Mon-archived Mails 1 1K 1K

@ Microsoft Outlook Express 4 (*.idx, * mbx)
File Format: Windows Live Mail / Windows Mail 7 (*.eml)
UM MBOX (Berkeley UM Mailbaox)

@ All Mails
Mon-archived Mails

2011 [« |1 9 [=]/]26[«] Mails before this date)
Archive Options

Offline Backup (Upon completing backup, Mail2000 will send a notification
with the backup URL.)

Move to Recycle Bin after Archive

(4) Click OK to begin archiving and exporting. In the File Download window,

()

click Save to save the file to a temporary directory

(e.g. ...\Desktop\test).Upon completion of download, use any unzip software
such as Winzip to decompress file. Extract the "Mail" folder to the temporary
directory (e.g. ...\Desktop\test\Mail).

Run the Import function of MS Outlook Express 5 and select the created
temporary directory as the directory to be imported.
Example: ...\Desktop\test - Correct

...\Desktop\test\Mail — Incorrect
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Location of Messages

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

C:\Documents and SettingsiopenfindiDesktopitest ] [ Browse... ]

Browse for Folder

Select the location of the e-mail messages that you want to
import.,
= % My Computer A
@44 3% Floppy (A:) ¥
=) e Local Disk (C:)
[={5) Documents and Settings
() All Users =
G et | Coe
i i) Cookies ‘
e ﬁ =) Desktop
; - ) images
=6
- ) Mail
¢ Favorites
.07 My Naciiments ¥ Jaccount...

E [ OK_L\J[ Cancel ]

hl"avvia

(6) As the archived and exported mails are successfully imported to Outlook
Express, you will find the "mail2000" folder in the folders list.

Folders i
{‘Sl OQutlook Express
ERGRLENELEEN Outlook Express Import
&3 Inbox (1
@ outbox | Import Complete
B Sent Items
(3 Deleted Itg
-8} pra

Conaratulations!

1 52 mailzooo : ; :
Your data from 'Microsoft Outlook Espress 4' was successfully imported into Outlog
Express.
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4.6 How to Import Mails?

Import allows you to import mails from other mail systems. These imported
mails can then 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 among various mail systems. The following example
demonstrates the import of mails from Account A to Account B in Mail2000.

(1) Log in using Account A. On the left menu, click Folders and then select
Manage Folders. In the [Manage Folders] page, locate the folder in which
you intend to archive and export and click Archive.

.r:':llmpclrt B archive W5 Delete M Moveto.. ¥ Still remaini
| Name | Hide | Unread/Total | Size | New | Edit | ¢
[Root] s
] Inbox ora  oorme Lm L@

mail2000 O 0/1  ooome Lm [@
7] sent 217 oo0ime L [
] Draft 10/14 1925MB L L@z
[] Recycle Bin [Empty] 20141 146 MB By
"] spam [Empty] 1/2  oo7me e L@
Total 42/74  2085MB

(2) Inthe [Archive] page, choose UNIX Berkeley Mailbox as the download file
format. Upon completion of download, use any unzip software to
decompress file (e.g. "Mail2000).

(3) Log in using Account B. On the left menu, click Folders and then select
Manage Folders.

(4) Inthe [Manage Folders] page, locate the folder to which you intend to import
mails and click Import.
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Still remaining

[Root]

[ inbox

5

[C] mailzooo
Import Mail2000 O
] gent
[ Draft
[T] Recycle Bin [Empty]

] Spam [Empty
Total

| Name | Hide |

Unread / Total

10/14
29141

112
42174

Size

0.07 MB
0.00 MB
0.00 MB
0.01MB
19.25 MB
1.46 MB

0.07 MB
20.85 MB

| Mew | Edit | Order | Publish

= 12

¥ FEYEEE
VYV EVEY

(5) Inthe [Import] page, click Browse to select the directory that has just been

decompressed (e.g. C:/Mail2000).

Import

* Manmum file size : #6MEB

oK

Cancel

Import mails in UNIX MBOZX format (Berkeley UNLE Mailbox) to folder .

Select File: SRR

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

® How to Add Tags to Mails?
(1) Inthe mail content, click the Add Tag link next to the mail subject.

EFrom: user =user@ma2kirial.openfind.com.tw= Tools Menu
Subject:  MAIL 2000 User Guidd [Add Taal| 2
Date: Wed, 21 Sep 2011 10:20:29
Attachment: :;}@ADM GUIDE txt(1k) .\;}@ Show All Attachments.... ar——— STl
- war =
Openfind™ i =
VIail2000 Messaging System KW/
The Best Email Software for the Growing Business "

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

\ - Add
Available Tags Selected Tags
Mail2000
L= {'l_’)
<_
| ok | | cancel ]

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

® How to Edit the Tag ?
(1) When reading the email, click the Edit Tag button.
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I From:

Date:
Tag:

admin@m22ksp.openfind.com.tw :..
Subject: Mail2000 EIERERER E$EE (m2ksp2.openfind.com.tw) 5

Sat, 20 Apr 2013 06:00:01

Mail2000 [Edit@g]

Manage Tags

(2) Use the

= and

< button to add or remove tags, and then click OK.

—T———

| | | Add
Available Tags Selected Tags
High - Low -
Medium
-
{_
[ oK l [Cancell
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4.8 How to Edit Folder Attributes?

(1) On the left menu, click Folders. Then, right-click on the folder you intend to

edit.

Folders

B inbox (9)

@rl"lEI“"-”-”-”-'("'I
Add
B virtual| 0P
L2 sent (4 Edit '\”_n)
L Draft ({Publish
I Recycle Bin(20/41)
¥ spam (1/2)

In the [Edit Folder] page, click the Folder Name tab to edit the folder name.

Folder Name | [ FolderAttributes |

Current Folder Name: Mail2000

New Folder Name:[
OK| Cancel

(3) Or, click the Folder Attributes tab to edit the folder attributes such as Check

for New Mail, Sort Method, and POP3 Settings.

FolderName | [ Folder Attributes |

General Settings

[¥] Check for New Mail Sort Method: | Default v
POP3 Settings
Status: [ Default v |

J

%l Cancel

Notes
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POP3 Settings allow you to choose whether to include the mails from this folder
when retrieving Mail2000 mails through POPS3.

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.

Folders

EHE inbox (9)
@mai

B’ Diraft |:1 F'le‘llSh
I Recycle Bin(29/41)

@s;:am (1/2)

(2) Inthe [Publish Folder Settings] page, set to publish this folder, enter the
subject and description, and select the style.

[ General Settings | ‘ Categorization ‘\ Manage Aticles

| | Publish Info “

Publish as Blog: @ ves O No
Number of Recent Articles: 3 v

Number of Mails Per Page |5 v

Folder Subject: fMaiI2DEID ‘

Folder Description: ;MaiI2DDD Mewsletters [

Article Excerpt: ?Show Full Text vj‘

Style:

Preview

Setthe number of articles displayed in the "Most Recent’
hox

Setthe number of mails displayed per page
Maximum 30 characters
Maximum 180 characters

Setword limit for article excerpts displayed on main page

O Professional Preview

(3) Click OK when finished.
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How to Create Categories in Published Folder Blog?

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

In the [Publish Folder Settings] page, click the Categorization tab. Enter a
name for the new category and select whether to enable RSS subscription.
Then, click Add.

| General Settings | | Categorization Manage Atticles Puhlish Info

MNew Category: irFeatures ' Maximum 50 characters

Enable RSS Subscription: & ves O No Create RSS feeds for subscription

Back
| | | Edit | | | Do
All Aticles (RSS| 2 atticles = =
Uncategorized RSS | 2 atticles = #®

To categorize the articles in the folder, click the Manage Articles tab. Select
the articles you intend to move to a certain category.

Use the Move to selection menu to select your desired category. Then, click
OK to move the articles.

General Settings Categorization Manage Articles Publish Info
M| Article Title | Date | Cats
[ Mo Subject 03/15 16:00 Uncate
o First Prev [ 1] Mext Last

Show Aricles in: | All Articles

=] o]

Move to: | Uncategorized

Llncataoorzard

| Features I

How to View Published Folder Information?

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

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

folder.
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" General Settings ‘ ‘ Categorization l [ Manage Atticles ‘ ‘ Publish Info ]

Blog Home: hitp:im2kvd5demo.openfind.com tw/blogfadm@m2kvd 5demo.openfind.com.twi01f
All Articles : hitp:fim2kvd Sdemo.openfind.com.twiblog/adm@m2kvd Sdemo.openfind.com. tw/01/255f
Uncategorized :  hitp:fim2kvd 5demo.openfind.com.twiblog/adm@m2kvd Sdemo.openfind.com. w010/
Features: hitp/fim2kvd5demo.openfind.com twiblog/adm@m2kv45demo.openfind.com. tw/01/14

poG

All Articles S5

 hitpiim2kvd 5demo.openfind.com.twiblogirs sfadmi@m2kvd 5demo.openfind.com.twi01/255/

Uncategorized 5551 hitpiim2kvd5demo.openfind.com twiblogirssfadm@m2kvdSdemo.openfind.com tw/01/04

Features 5550 :  hitpuiim 2kvdSdemo.openfind.com twiblogirssfadm@m2kvd 5dema.openfind.com twi 171/

(3) You may click on the URL to open the blog page in a new window.

Mail200 com | My Blog

Mail2000

Mailz2ooo Newsletters

First Prev Next Last Main = All Articles

Sreatures  Jenny, 2007-10-1210141 Category

Mail with Attachment EEEll ncategorized (1)
[RSS | Features(1)

Tip: 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 .

Folders

EHE Inbox (5)
B | mpyAdd
8 virtual | Open
2 gent (2| Edit
. Draft (1 Publish

%Rewc“vmw Published
I%’Sparﬂ {

e, Folder
3% Manag P
%SEHEHI ost
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4.10 How to Export Mail?

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

(1) Select the mail you want to export.

(2) Open Tool drop-down menu and select Export Mail.

T | Tools ¥ View ¥ Spam ¥ | [SMov

FPack
¢Cloud Senvf| Export Mail
Auto-File {b
Add to Contacts
Add to Safe List

Preferences

oniBEs i 2 H
Fr o

t Cloud Senvit
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4.11 How to Set Folder Sorting?

Openfind”

BRI

Mail2000 provides two sorting methods for mail folder, one is Auto and another is

Manual.

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,

select Mail tab. You can set “Auto” for Folder Sorting function.

&, admin

Compose

Folders

Contacts

My Drive

Info Center

Preferences

=8 Privacy
Login Log
Password
Mail Senvice
£+ Personalization
Profile
Shortcuts
Themes
Signature
Tags
Left Menu
& Wail Options
¥ spam Protection
SAccnumDelegatinn

Configuration

General

Pane Mode

Auto-Preview
Remove JavaScript
Default Reading View

Block External Images

Mails List

Display after Delete
Auto-Retrieve POP3
Empty Recycle Bin

Mew Mail Motification

Faolder Sorting

Mail Compose POP3 Retrieve IMAP4 Retrieve

Harizontal Split Vertical Split Full Page

@ Dpisable
) Disable @ Enable
HTUL  [+]

Only Block in Spam Iz‘

[Tl Block Inline Images
[T Block Unread Mails Only
[T Block Unknown Senders Only

Mumber of Mails Per Page: | 25 Iz‘ Mailis)
AferDelete Next [
Lagin | Do not retrieve [+] POP3 mails on 1ogin

Logout | Do not delete mails Iz‘ in Recycle Bin on logout

5 Minutes [+]

© Manual @ Auto

Save Cancel

(2) Click Save. And the Mail folders are sorted by folder name.
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Name Hide Unread i/ Total | Size | New | Edit | Publish
[Root] [F]
[ lnbox 197144 73ime Ow v}
[ aaaa Lo /o voome s s
O poo L o) 0/0 ooome  [w B’
[ sent 20175 108MB  [dw [B7)
[T praft 414 0.00 MB e %]
7] Recyele Bin [Empty] 010 0.00 MB 87
[0 spam [Empty] 0/0 oooMB  [dw Lz
[ 123 o 717 0.22 1B e %]
[l 456 O 0/0 0.00 MB [Be] Oz
O abe [e] 0/0 poomB  [w [B7)
o1 L) 0/ ooome  Lim B
Doz Lo 010 ooome  [w B
O o2 fe) 0 oiame O B
I eee o 0/0 ooome L [B7]
Om L) 010 ooome  Li® B+
[ teest L] 015 po3mMB [ 1z [
Total 501238 8.77 MB
B Manual Sorting
(1) You can sort the all sub-folder at one time except by moving folders.
Mame Hide Unread ! Total Size | New | Edi Order | Publish
[Root ]
[ nbox 19144 7atme Bz
[0 2aaa o 0/ ooome  Lda b7}
[ oo fed 0/o ooome  [m [5r)
[T sent 20175 108MB 0w b
[ Dratt 414 ooome  [w a
[T Recycle Bin [Empti] 0o 0.00 MB L
[T spam Empt) 0o ooomB  Lim Be)
[ 123 Le] 717 022MB (0w B}
[C] 456 O 0/ coome  [ig B+
[F] abe L o] ] ooome  [ig B [
ot o 010 coome L [ e Up
Move Down
[ 03 L) 01 013 w La Move to Top
o2 fe3 ] ooome 0w [nr) Move to Bottom
O cec Le) 0/0 oooMe  [dw a Move to...
1 o /0 ooome  [Ow e [@
[T teest O 0l5 oosme L B+ :jme' -
Total 501236 877 MB
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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?

5.1 How to Report Spam?

(1) Inthe mails list, select those mails you intend to report as spam. Then, on the
toolbar, open the Spam drop-down menu and select Report Spam.

= Reply HRepIyNI ﬂFnrward ¥ |‘-Tag ¥ (¥ |Tc|r:|l-3. ¥ View ¥ Spam ¥ |mru'lcwe to..

! | A |[C] Sublect Report Spam

(=) 10 Reasons Why Choose MailBase? Add to Block List
& 3] Best Messaging Solution for the Growing Enterprise =
] (=3 MailBase Product Feature -

|:|3] 10 Reasons Why Choose Mail20007

(2) In the confirm window that appears, click OK.

(3) Upon your confirmation, the selected spam mails are 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 mails list, select those mails you intend to report as spam. Then, on the
toolbar, open the Spam drop-down menu and select Add to Block List.

B Reply 28 Reply All 28 Forward ¥ |%-Tag ¥ ¥ |Tools ¥ View ¥ Spam ¥ ||'§!r-.-1cwe to..
! Al |[C] [ Subject | Sender Report Spam
-, Openfind Enterprise Search was reviewed has Add to Block List
= been awarded Editor's Pic user(user) | |
[ (=1 Linkedin Network Updates, 9/08/2011 mario_wang(F#EE)  09/20 18:51
Best Messaging Solution for the Growing carfl|ear .
O & Enterprise user{user) 09/20 11:56
~, Openfind embeds Adeptol Document Viewer carlcar .
FI S Enterprise Messaging produc = HEEIEEn 08720 11:54
e Openfind Enterprise Search was reviewed 2 user(user) 09/20 11:53

has been awarded Editor's Pic

(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.

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

Select [tem IPHostname/Email Address
[ 1 203.69.82.114
[ Select All
Dl{| 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
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5.3 How to Add Mail Sender to Safe List ?

To prevent mails from friends from 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 Tools Menu drop-down menu in the upper right
corner and select Add to Safe List.

HFrom: user<user@m2kirial.openfind.com.tw=

Tools Menu
Openfind Enterprise Search was reviewed has been awarded Save Mail As
Subject: Editor's Pick by WareSeeker.com = ’
Add Tag] §& Display Mail Header

Date:  Tue, 20 Sep 2011 11:53:50

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 and click
OK.

Add Safe Senders

1 ‘omifail @orni nevrvworld.com.tw

]

O 2 61.57.227.134

O 3 |epaper@orni nevworld.com. tw
[0 Select Al

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

Thus, to ensure receiving the messages, it is recommended to add the recipient
email address, secondary@openfind.com, to Safe Recipients L.ist.

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

&, admin Safe Recipients
E
ompose 1ail2000 enables
Folders filtered as spam.
To allow mails spe

Contacts

Example: Add john
Wy Drive

Info Cent
o enter pm@openfind.co

Preferences user @mail2000.d
FTUTmE

Shaortcuts
Configuration
Themes

Signature
Tags
Left Menu

& 1ail Options

= ‘-g Spam Protection
Block Addresses
Safe Senders
Safe Recipients
Protection Lev

m

(2) Inthe [Safe Recipients] page, click Add.
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(3) Enter the recipient email address, briefly describe the reason to allow the
recipient, and then click OK.

Please enter the email address you wish to allow and then click OK.

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

Email Address:{j:enr]g@rmaiQDDD.com

Reasons to Allow: secondary account

I:% Back

Notes
1. To edit a safe recipient, click the &l button.
2. To delete a safe recipient, click the %] 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.

2011/09/26 13:44:52
2011/09/26 13:42:45
2011/09/23 18:01:05

Preferences

.E; Privacy

EI& Personalization
Profile
Shortcuts
Configuration
Themes
Signature

R EE
E5s 0
&
]
Tags &m
Left Menu

& Mail Options
=1 Spam Protection
Block Addresses EHE
Safe Senders Hi=E
Safe Recipients A

| Protection Level
E.ﬁccnunt Delagation

EHEE

(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.
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] Immediately Delete Spam

| !; Set Spam Protection Level

(3) Disabled Do notfilter spam.

Low Filter obvious spam only.

C
g

Only allow mails from Contacts and Safe
O Medium SendersiRecipients List and mails
specified to this account.

Only allow mails from Contacts and Safe
Senders/Recipients List.

K|

() High

(3) Click OK to finish.

Tip: Spam Keyword

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.

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) On the left menu, click Preferences, expand Personalization, and select
Configuration.
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Preferences

..?,F'riuan:yr = Mailbox Usage
E&F‘ersnnalizatinn |

Profile
Shortcuts o

-~ Configuration

My Drive:
Mails:

Free Space:

Total:

m

Themes

Signature Folders Info

Tags Folder
Left Menu

Inbox

| U

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

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.
General | | Mail | | Compose | | POP3 Retrieve |
Pane Mode @

Horizontal Split Vertical Split Full Page
Auto-Preview @ Disable © Enable
Remaove JavaScript 0 Disable @ Enable
Default Reading View HTML  [+]
Block External Images Only Block in Spam | = |
Block All
Only Block in Spam
Do Not Block anly
[Tl Block Unknown Senders Only
Mails List Number of Mails Per Page: | 50 E Mail(s)
Display after Delete After Delete | Next E
Auto-Retrieve POP3: Login | Retrieve w/o notification [~ | POP3 mails on login
Empty Recycle Bin Logout | Do not delete mails |Z| in Recycle Bin on logout
New Mail Notification 5 Minutes [=|
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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, MSN, Skype, 1CQ, 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?

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
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different directories. However, by creating a group named "Jokes" to include
these 8 recipients, mails can be sent to them with ease.

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.

Compose [_ % Compose v [ Edit | Too
Falders | Type |Location Mickname
E & user
Contacts B :'.. i Lser02
n
& Address Books | & ¢/ userd3
& My Contacts = & userfd
. B K userds
@.Lgmtacts 0 :'.. | L0t
All
' (S userdy
8l virtual Directory :
| o8 userds

In the [Contacts] page, select the contact(s) to whom you intend to send mail.
Then, click Compose.

% Compose v +BNew v [¥|Up v [¥|Down » B Edit |%-Tag | Tools

]| Type |[Mickname Mame | Email

1 5 user user@pm.m2k.openfind.com.tw
2 user02 userl2@maktrial.openfind.com.tw
:"_ userl3 userd3@ma2ktrial.openfind.com.tw
] __'?__ userd4 userl4@maktrial.openfind.com.tw
[ £ userds userls@maktrial.openfind. com.tw
] __'f"_ userds userd6@m2ktrial.openfind.com.tw
] __":"__ userd? userd7 @maktrial.openfind.com.tw
1 5 user0s userdB@mz2ktrial.openfind.com.tw

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 .
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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
already typed..

Mail

| 1}
% Send @8 Attach ¥ Encoding ¥ | Tools ¥ | = Saveas. ¥

. From|
.
N

From

b

cl| T "user” <user@mktrial openfind.com_tw:

L "userl2" <userl2@openfind.com=

Bce

Subject:

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

& User Contacts Search Results(Te

Compose [_\ % Compose v [ Edit | Tg

Folders []| Type |Location Micknan

B & userd2

Contacts F ‘,1 ] Lser03

n

&, Address Books [ userld

LA My Contacts | 8 userls

B LRES H 0 user0s

a : [ ,:'_ I userdy
Contacts

- | & user0s

L Al o .

(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.
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. user Contacts Search Results(Total

Compose @M % compose v B Edit | Tools

Folders Add to To Nickname
Add to Cc user02
Contacts Add to Bee user03
& Address Books user04
(& my Contacts Compose List userds
Y AsEes ! user0s
) E & userl7
éﬂ:ltlams m 8t userld
&80 virtual Directory I {: : useros

(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.

X|pelete Al
Cc:

|E| ..'1 userds
@ ..'1 Luserlg

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

Notes
To remove a contact from the Compose List, click the % putton.

® 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.
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. user Mail
Compose BN = cend Pattach v
Fold
e From [user@m
Contacts To
&)Address Books Cic
@ My Contacts =
0 cc
0 L miEe
@Cnntac’[s Subject:

(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
already typed.There are two kinds of comparison method about
auto-complete function which can be set by administrator.

® Prefix-match auto-complete

From |emma@m2iktrial. openfind.corm.tw
To|u
ce| € ruser suser@pm. m2k.openfind.com. tw>
€ userr <userl@centosb4.openfind. com. tw
Suhject:

® Partial-match auto-complete

From | emmai@m2itrial.openfind. corm e

Ta p|

Cof Vs "openfind”

ohn {juhn.@nﬂnd.cum.tw:b

Suhject: ﬂ

"user" <user@pm.mZk.openfind.com. tw>

(3) Click the To, Cc, or Bcc button to open Contacts in a new window. In
Contacts, check the contacts you intend to add as recipients.
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| 1]
B Send @#Atach ¥ Encoding ¥ |Tools ¥ | = Saveas.. ¥ | Preview New Window | Ba

From | user@m2ktrial. openfind.com.tw
4 @ P Match Templates
To Match
Bcc Save as MNev
c Exclude B weekly Mé
: S
& 1Mail2000 Message System - Google Chrome Elﬂlg
. g
@) m2ktrial.openfind.com tw/cgi-bin/adb2main?command=main&tofield=to
F
Saddress Books Contacts View Directory(/ Top)
g‘“ Contacts %, AddTo v Tools ¥ Switchto ¥ .
]
LR []| Type | Mickname| Name | Email Maobile MNu
@Cnntads O] £ userdz userdZ@openfind.com
@Lismll O] 2 userd3 userd3@openfind.com
@‘u’irtuall:liremng ] 2 userdd userl4@openfind.com
] 7 userds userd5@openfind.com
[ ' userdé userdG@openfind.com

(4) Click to open the Add to drop-down menu and then select Add to To, Add
to Cc, or Add to Bcc.

6.3 How to Add/Edit/Delete Contacts?

® How to Add Contacts?
(1) On the left menu, click Contacts and then select Contacts.

. user Contacts Search Results(To

Compose % Compose v [ Edit | Te

Type |Location Micknarm

Folders O
[ ::_ / userd2
Contacts F :L ] Lser03

~
&, Address Books [ userld
@My[]nntacts | 8 userls
B LRES H 0 user0s
0 [ _'1 I userdy
@Cnntams

I | & userds
L Al o .

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

userd2
userd3
userld
userds
userls

userldy

Directory

Group

Multiple Contacts

% Compose ¥ PNew v [#|up v [¥Down » B Edit |%
Type | Micknarn

Openfind”
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[Em
Lsel
Lsel
Lsel
Lsel

Lsel

Lsel

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

contact.

Mickname |

First Name|

Note |
Occupation|
Custom 1 |
Custom 3 |
Custom 5 |

Custom 7 |

Gender | Mot specified |Z|

General
:*F{equired | Email |
| Last name |
| Birth Date |
|Pheto (URL)|
| Country |
| Custom 2 |
| Custom 4 |
| Custom 6 |

| Custom 8 |

*Required

(YYYY/MM/DD)

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

= I

[
r

OOooo oo
o T = Ji- |

k
r

userd2
userd3
userld
userds
userls

userldy

Directory
Group
Contact

% Compose ¥ PNew v [#|up v [¥Down » B Edit |%
Type | Micknarn

Multiple Contacts

Em

Lsel

Lsel

Lsel

Lsel

Lsel

Lsel

(4) Enter the email address and nickname of each contact and then click OK.
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Email | allen@openfind.com
Email | peter@openfind.com
Email |j0hn@upenﬁnd.cnm
Email |

Email

Email

Email

|

|
Email |
|
Email |
|

Email

Mickname
MNickname
Mickname
Mickname
Mickname
MNickname
Mickname
Mickname
Mickname

Mickname

ﬂ 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.

& user

Compose

Contacts Search Results(To
[__\ % Compose v [ Edit

Folders

Type |Location

3

Contacts

3

&))Address Books
@ My Contacts
B LRES

e I Ik

La Contacts

L& A

J

3

1100000000
+2

1

| Tg

Micknarm

userd2
usert3
userl4
userls
userds
userdy

userls

(2) Select the contact you intend to edit. Then, on the toolbar, click Edit.

% Compose v FNew v [#|Up v [FlDown v B Edit @Tag
]| Type |Mickname a Mame |[Email
O ..'1 allen allen@openfind
L john john@openfind.
[ £ peter peter@openfinc
[ S user02 useri2@openfi
] L. userd3 userd3@openti
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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, on the toolbar, click the

.button.

Tip: Search Contacts
To search contacts, please locate the search box to the right of the toolbar. Enter
the keyword(s) and then click Search.

6.4 How to Add/Edit/Delete Directories?

Directories can be used to categorize your contacts, enhancing contacts
organization and retrieval.

® How to Add Directories?
(1) On the left menu, click Contacts and then select Contacts.

< user Contacts Search Results(Tc
Compose |_ % Compose * B0 Edit | Te
Folders []| Type |Location Micknan
B & userd2
Contacts H ‘,1 ] Lser03
i
&, Address Books [ userQd
L&) My Contacts | 8 userls
B s B 9 user0s
- | 8 user07?
Lﬁ Contacts = n o8
I x user
L& A o

(2) On the toolbar, open the New drop-down menu and select Directory.
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% Compose ¥ "BNew v [#|up v [¥/Down ¥
Group
john Contact

peter | Multiple Contacts
userl2

Type [Micknar

i

allen

[
.].

k
i)

iF

userl3

O00OOoo@EE
£

userdd

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

® Compose ¥ FNew v [¥Up v F|Down v B Edit | Tag | To
| Type |Mickname . Mame  [Email
" allen allen@openfind.col
o £ john john@aopenfind.cor
e - .
Directory
MName |:Friend5|
OK || 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.

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

& User Contacts Search Results(Te

Compose E % Compose ¥ g0 Edit | Tg

Folders []| Type |Location Micknan

[ ::_ / userd2

Contacts F :L ] Lser03

~

&, Address Books [ userld

@M].r[]nntacts | 8 userls

B LRES H 0 user0s

a : [ :; I userdy
Contacts

I | & userds

L Al o .

(2) To edit the name of a directory, select the directory. Then, on the toolbar,
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(4)

click Edit.

Openfind”

BRI

Type Mickname Mame
' Family
Company

Friends

o @@ @

[
¥

userld?

L |

[
¥

userd3

T T T

userld

e

k
¥

% Compose ¥ TBNew v [¥|lup v [¥Down v B Edit

Edit the directory name as needed and then click OK.
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.

To change the order of the data (sub-directories, groups, or contacts), use the

Up and Down drop-down menus.

To delete the data (sub-directories, groups, or contacts), click the . button.

To move contacts to another directory, first select the contacts. Then, drag
and drop these contacts to your desired directory on the left menu.

&) Address Books [ & Friends
@M*_.H:]nntacts D user02
Y ;1 FaERs 0 usero3

= o userd4

W " userds

= & virtual Directory IL userd6
A Family [ L user07
I: 1 £ userds
& Frienas Move & entries to the directory.

userl

IO 2

How to Delete Directories?

(1) On the left menu, click Contacts and then select Contacts.
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& User Contacts Search Results(Te

Compose E % Compose ¥ g0 Edit | Tg

Folders [[]| Type |Location Micknam

[ ::_ / userd2

Contacts F :L ] Lser03

~

&, Address Books [ userld

@M].r[]nntacts | 8 userls

B LRES H 0 user0s

0 [ :; I userdy
@Cnntams

| | & userds

L Al e o

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

6.5 How to Add/Edit/Delete Groups?

® How to Add Groups?
(1) On the left menu, click Contacts and then select Contacts.

. user Contacts Search Results(To

Compose E % Compose v [ Edit | Te

Type |Location Micknarm

Folders O
[ ::_ / userd2
Contacts F :L ] Lser03

~
&, Address Books [ userld
@M].r[]nntacts | 8 userls
B LRES B 8 useros
a : [ :; I userdy
Contacts

I | & userds
L Al o .

(2) On the toolbar, open the New drop-down menu and select Group.

% Compose v FNew v [#/up v [¥|Down ¥
Type [Nicknal Directory
Family | Group

Compar Contact

Friends | Multiple Contacts

userd?y

» @@ @

[
(]
(]
(]
]
]

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

MName | High school

Mame Email

[C]| Type |Location Nickname

B &£/ userd?

B £/ userds

m 8 userld
w_

Group Information

OK |

userd7@openfind.com
userl8@openfind.com

userl9@openfind.com

s — el

Cancel |

® How to Edit Groups?
(1) On the left menu, click Contacts and then select Contacts.

user

Compose

Folders

Contacts

%Address Books

@ My Contacts
Y REss

!

Contacts

L& A

Contacts Search Results(To

% Compose ¥ B° Edit | Tg
Type |Location Micknam,
o user02
o user03
S userld
R user05
) user0e
) A user07
R user0s
- -

O
(]
]
(]
(]
(]
]
]

(2) To edit the data of a group, click the group name to access the data details.

(3) To add contacts to the group, open the New drop-down menu on the toolbar
and then select Contact or Multiple Contacts.
To delete contacts of the group, select the contacts and then click the button
on the toolbar.
To send mail to contacts of the group, select the contacts and then click
Compose.

(4) To move contacts to another group, first select the contacts. Then, drag and
drop these contacts to your desired group on the left menu.
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I Contacts B userno
~
B Al [ __: useril
=148 virtual Directory O & allen
=80 By Frequency £ L1 john
e L8 By Alphabet [ £ peter
.8 Family ] & High school
@Cnmpany
@Friends |
amm% Add 3 entries to the group. |
|

® How to Delete Groups?
(1) On the left menu, click Contacts and then select Contacts.

& User Contacts Search Results(Te

Compose [_ % Compose ¥ B° Edit | Te

Folders []| Type |Location Micknan

B & userd2

Contacts F ‘,1 ] Lser03

i

&, Address Books [ userld

LA My Contacts | 8 userls

B LRES B 8 useros

-@ [ ,:'_ I userdy
Contacts

I | & userds

L& A e o

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

Tip: Locate 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.

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.
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Import and Export Wizard

‘ =

Choose an action to perform:

Impart a YCARD file (. ve)

Import an iCalendar or vCalendar file {.vcs)
{ Import from another program or file
Imiport Internet Mail Account Settings

{ Import Internet Mail and Addresses

|

Description

Export Outlook information ko a file for.use in other
programs,

< Bach L_ﬂext‘:» N l Cancel ]

T

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

Export to a File

Create a file of type:

| Comma Separated Yalues (DOS
Cornrna Separated Values (Windows)
| Microsoft Access
| Microsoft Excel

| Personal Folder File {.pst)

| Tab Separated Values (DOS)

| Tab Separated Values (Windows)

[ < Back ][ ﬂext>!$ [ Cancel ]

(4) Select the folder from which you intend to export the contacts. Then, click
Next.
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.

Export to a File

Select folder to export from:

= £5% personal Folders
- [ Calendar
-8 Contacts
- (5] Deleted Items
- Drafts
SrEm
- 5 Journal
-4 Junk E-mail
| Motes
-3 Outbox
; f@ Sent Items
-\ Tasks

[ < Back ]Lﬂext >Q [ Cancel ]

(5) Save the export file and then click Finish.

fFxport to a File
: Save exported file as:
l l [B[owse ]
Save fn: [@ openfind's Documents v[ @ @B Q X i 3 Tools
3 @My Music
3 (2 My Pictures
My Recent
Documents
L
Desktop
My Documents
My Computer
e
> | Filepame:  |repport vi[ oK J}J
My Metwork : : A
Places Save as type: | Comma Separated Yalues (Windows) v l | Cancel l/

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

¥ Outlook Express

- B8 Edit View Tools Message Help

Mew »
: Save fs. es Find
F :

Folde 3
- older
o

»

g Import
[

J Messages..,
) “ail

Switch Identity. ..

Identities 4

e i AlFLErtar B There
Work Offline

Exit and Log OFf (B creat
Exit

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

Address Book Export Tool @

Select the program or file type you want to export your address book ta, and
then click the Export button. '

Microsoft Exchange Personal Address Book

i ] : Export
T est File [Eomma Separated Values)

Close |

(3) Enter a name for the export file and then click Next.
(4) Check the fields you intend to export. Then, click Finish.
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CSV Export

Select the fields you wish to export:

Bt s SEEEE——

[ Last Name ‘
] Middle Name A
Name

[ Nickname -
E-mail &ddress

Home Street

Home City

Home Postal Code

Home State

Home County/Region

8] 1 ~ren Dlamas

< Back I Finish Ig Cancel

® How to Import the Export File of Outlook/Outlook Express Contacts?
(1) On the left menu, click Contacts and then select Contacts.

|€

o, user Contacts Search Results(Tc

Compose ‘% Compose * B Edit | Te

Folders []| Type |Location Micknan

[ _:'._ / userD2

Contacts F .:'.. ] Lsero3

~

&, Address Books [ userld

@My[:nntacts | 8 userds

B s B & useros

ﬁ : [ ,ﬂ I userdy
Contacts

| & userds

L& A o .

(2) On the toolbar, open the Tools drop-down menu and then select Import
Contacts.
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% Compose ¥ “FNew v [#|Up v [¥|Down v B Edit |@Tag | Tools * Switchto
[J| Type [Nickname Name Email | Select All Contacts
& @ Family Select All Groups
1 & company Select All Directories
[ & Friends Select All
1 £ userd7 user07@og Select None
] £ user0s userl3@op
] £ user09 userog@og Cxport Contacts
1 £ usertd userm@up||rT'p":"-t Contacts
] £ allen allen@oper _

B & jomn jon@oper Move to Directory
] ~ peter peter@ope F'reﬂ.are.nces

— Statistics
] & High school

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

IW| Select the format of the Cantacts file to be uploaded:
@ g Microsoft Outlook Express 5 C3V file in English
@] Microsoft Outloak 2000 C3Y file in English

(@] Microsoft Outlook 2003 C3Y file in English

(@] Microsoft Outlook 2007 CSY file in English

@ Microsoft Outlook 2010 C3% file in English

5] ﬂ Metscape 4.7 CSY file

8] E Metscape 4.5 CSy file

@ E FALM CSY file

@] ﬁ Mail2000 5% file [T Clear all data before upload D Replace contacts with the sarme nicknarme ] Synchronize group data with contacts
XA celect the Contacts file:

FEERE

Import Contacts | Cancel |

(5) Click Import Contacts. The system will list all contacts stores in the CSV

file; check those contacts you intend to import to Mail2000.

(6) Click Import to complete importing Outlook/Outlook Express contacts to

Mail2000.
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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.

= user Contacts Search Results(To

Compose E % Compose v [ Edit | Te

Folders [[]| Type |Location Micknam

[ ::_ / userd2

Contacts F :L ] Lser03

~

&, Address Books [ userld

@M].r[]nntacts | 8 userls

B LRES B 8 useros

a : [ :; I userdy
Contacts

| | & userds

L Al e o

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

% Compose ¥ FNew ¥ [¥|Up v [FDown v B Edit | @Tag | Tools * Switchto ¥
[C]| Type |Nickname Mame [Email Select All Contacts
1 & Family Select All Groups
] & Company Select All Directories
__ - SE'ECt ﬁ” il
IR Select the format in which to download the Contacts file:

N Select None
@ | =1 Microsoft Qutlook Express 6 CSV file in Chinese
3] ﬂ Microsoft Outlook Express & CSV file in Chinese Export Contacts

ﬁ Microsoft Outlook Express 4 CSV file in Chinese Import Contacts
E Microsoft Outlook 2007 CSY file in Chinese o .
= Move to Directory
© Microsoft Qutlook 2003 CSV file in Chinese Preferences
Microsoft Outlook 2002 CSV file in Chinese Statistics

o Microsoft Cutlook 2000 €SV file in Chinese

(3) Select the type of the export file and then click Export Contacts.
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IR Select the farmat of the Contacts file to be uploaded:
@ ﬂ Micrasoft Outlook Express & CSY file in English
@] Microsoft Outlook 2000 C3Y file in English

(@] Microsoft Outlook 2003 CEY file in English

D Microsoft Outlook 2007 C3Y file in English

@ Microsoft Outlook 2010 CSY file in English

@] ﬂ Metscape 4.7 CSY file

D E Metscape 4.5 CSY file

D ﬂ PALR CSY file
@] ﬂ Mail2000 C5Y file [l Clear all data before upload [ Replace contacts with the same nicknarme [l Synchronize group data with contacts
TR Select the Contacts file:

FIERE

Import Contacts | Cancel |

(4) In the 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.
Then, select Other Address Book .

Edit View Tools Message Help
Mew 4

Folder »
D) s ook
’ Export 4 Other Address Book...
’ y - | Messages... k
f | Mail Account Settings...
Switch Identity... Mews Account Settings...
Identities »
5 B4 There is 1 un
Work OFffline
@Createam
Exit

(2) Select Text File (Comma Separated Values) as the file type and then click
Import.
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Address Book Import Tool @

Select the program or file type you want to import address book: information from,
and then click the Import button:

Eudora Pro or Light Address Book [through v3.0) Import
LDIF - LDAP Data Interchanage Format

Microsoft Exchange Personal Address Book

Microsoft Intermet Mail for Windows 3.1 Address Book ﬂl

Metscape Address Book [v2 or v3]
MNetscape Communicator Address Book [v4
T et File [Comma Separated Valuss]

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

CSY Import

Choose a file to import;

IC:'\Documenls and Settings\openfind\D I Browse ... I

I Next > I\I Cancel J
Ny

(4) Check the fields you intend to import. Then, click Finish.
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CSV Impori @
Map the fields you wish to import:
TextField | AddiessBook Field &
st Name First Name :
Last Name Last Name =
Middle Name Middle Mame.
Name Name
Nickname Nickname
E-mail Address E-mail Address
Home Street Home Street
Home City Home City v
< ; I
Change Mapping.... l
< Back I Finish [:l Cancel
“y

® 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.

: Choose an action to perform:

Export to a file

Import a YCARD file {,vcf)

Import an iCalendar or vCalendar file (.vcs
Import from:another proaram or file
Import Internet Mail Account Settings
Import Internet Mail and Addresses

Description
Import data from other programs or files, including

ACT!, Lotus Oraanizer, Personal Folders (.PST),
Schedule+, database files, text files, and others.

Bach Lﬂext>§ l Cancel ]

(3) Inthe Import a File dialog box, select Comma Separated Values (Windows)
as the file type and then click Next.
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Import a File

| Select file bype to impart from:

ACT! 3.%, 4.x, 2000 Contact Manager for Windows
Comma Separated Yalues (DOS 8

FLak

Comma Separated Values (Windows o

Lotus Organizer 4.x

Lotus Organizer 5.x ==
Microsoft Access

Microsoft Excel

Personal Address Book “

| < Back ll mext:»hJ' Cancel I

(4) Enter the path and name of the import file; or, click Browse to select the
import file. Then, click Next.

Import a File

File toimport:

’ C:\Documents and Settings\,openfind\De} [Browse ]

Options

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

() Do not import duplicate items

[ < Back ][ Next > N [ Cancel ]
q?

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

‘ Select destination folder:

‘ ' = S5t Personal Folders
@ Calendar
CEf Contacts
{al Deleted Items
|4 Drafts
(3 Inbox
@}i Journal
4 Junk E-mail
i | Motes
{4 Outbox
[ sent Items
& Tasks

[ < Back J, Next = [ Cancel J

3

(6) Click Finish to complete importing Mail2000 contacts to Outlook.

Import a File

The following actions will be performed:

i ‘ Impork "oeSe.csy" into Folder: Contacts [Map Custom Fields ... ]

[Change Destination ]

This may kake a few minutes and cannot be canceled.

[ < Back ][ Finish Q{J [ Cancel ]

6.8 How to Move Contacts List?

Mail2000 features the up and pown functions on the Toolbar menu, allowing you to
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.
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& User Contacts Search Results(Te

Compose [ % Compose ¥ B° Edit | Tg

Folders []| Type |Location Micknan

[ ::_ / userd2

Contacts F :L ] Lser03

~

&, Address Books [ userld

@M].r[]nntacts | 8 userls

0 e B 8 user0s

a : [ :; I userdy
Contacts

| | & userds

L& A e o

(2) Select the contacts, directories, or groups you intend to move.
(3) To move the selected entries up, open the Up drop-down menu on the toolbar.
Then, select your desired move-up option from the menu.

® Compose ¥ WNew v [¥lUup v [¥FlDown v B

Type Mickname

@ Family

Move Up 1 Pos
Move Up 10 Pos

]

[l

] @ company Move to Top
] @ Friends Maove to
2 userd7?

0 2 userds

N user09

O user10

b
¥

To move the selected entries down, open the bown drop-down menu on the
toolbar. Then, select your desired move-down option from the menu.

% Compose ¥ WNew v [Flup v FlDown v BEdit | @
[C]| Type | Nickname Nal Move Down 1 Pos

] & Family Move Down 10 Pos

] & company Move to Bottom

M & Friends Move to

[ 2 userd7 use
[ 2 userds use
M user09 use
" user10 use
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® How to Move Contacts/Directories to Desired Directory/Group?
(1) On the left menu, click Contacts and then select Contacts.

& User Contacts Search Results(Te

Compose [ % Compose ¥ B° Edit | Tg

Folders [[]| Type |Location Micknar

[ ::_ / userd2

Contacts F :L ] Lser03

~

&, Address Books [ userld

@M].r[]nntacts | 8 userls

B LRES B 8 useros

a : [ :; I userdy
Contacts

| | & userds

L Al e o

(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.

T Ty
Contacts B & Company

& Address Books 1 & Friends
@M].f[]nntacts £ userd7
G PAY=: Rt O useros

. " userdg

W " user10

=8 virtual Directory C L allen
@ElyFrequency [ fL john
i L80 By Alphabet [ L peter

= A Family [ High schoal
@Cnmpany
&’)Hiﬁ ;: Move 3 entries to the directory. H

X
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6.9 How to Search Contacts?

- Quick Search

Mail2000 supports Quick Search in Contacts. Enter keyword(s) to perform
search, and Mail2000 will find the contact information with efficiency and
accuracy.

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

& User Contacts Search Results(Te

Compose % Compose v [ Edit | Tc

Folders [[]| Type |Location Micknar

B & userd2

Contacts F ‘,1 ] Lser03

n

&, Address Books [ userld

LA My Contacts | 8 userls

B LRES H 0 user0s

a : [ ,:'_ I userdy
Contacts

- | & user0s

L Al e o

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

m button.

% Compose v [ Edit | Tools ¥ 5 Qv /1Page
[7]| Type |Location Nickname Name Email Mobile Number—" Office Number

(3) Mail2000 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.

% Compose v B Edit | Tools Search Contacts | Qv 1/1Page
[]| Type |Location Mickname Name Email Mobile Mumber Office Mumber
1 @ —» ICompany userf0 userl01@pm.m2k.openfind.com.iw
2 O _":‘__ ICompany userfiz userl0Z@pm.m2k.openfind.cam.tw
3 [ £ rcompany userdns userd03@pm.m2k.openfind.com.fw
4 O _'?__ ICompany userf0o4 userll4@pm.m2k.openfind.com.iw
5 @ __'f‘__ ICompany userfis userl05@pm.m2k.openfind.com.tw
6 [ _""_ ICompany userf0G userl0G@pm.m2k.openfind.com.iw
- Field Search
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To search by field, enter keyword(s) in the search box and then click the down
arrow at the right of the Search button. In the drop-down menu, select the field in

which you intend to perform the search.

¥ Compose v ¥ Edit | Tools
[T]| Type |Location Nickname
1 [ £ iCompany user001
2 @ £ ICompany user002
3 @ £ iCompany user003
4 [F] 8B /Company user004
5 [ £ /Company user005
6 [ 5 Company user006

Name

| C.v 11 Page

Email - Mobile Nu
user001@pm.m2k.openfind.com.tw
user002@pm.m2k.openfind.com.tw
user003@pm.m2k.openfind.com.tw
user004@pm.m2k.openfind.com.tw
user005@pm.m2k.openfind.com.tw

user006@pm.m2k.openfind.com.tw

General Fields
Nickname
Name

Email Address
Address

Mobile Phone Number

Telephone Number

6.10 How to Use Virtual Directories to Quickly Locate Contacts?

Another way to manage your contacts is Virtual Directory. Upon system

installation, Mail2000 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

E)Address Books
if:ﬂ' My Contacts
52 PAY::EeE P

@Cnntams
80

= @‘-Iirtual Directary

2 ] @Ely Frequency

& By Alphabet
A Family
@Cnmpany‘

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

Contacts

&Address Books
L@ My Contacts
B RsEe

@Cuntac’[s

80 a1
=8 virtual Directory

= L@ By Freguency
@Cnntamed Today
@Frequent Contacts
18 Contacted This Month
@ Mo contact in 3 months
& By Alphabet

- ByAlphabet
(1) On the left menu, click Contacts, expand Virtual Directory, and then select
By Alphabet.

Contacts

E)Address Books
if:ﬂ' My Contacts
52 PAY::EeE P

@Cnntams
&
=180 virtual Directory
] By Freguency
if-80 By Alphabet
& Family
@Cnmpany‘

(2) 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, Mail2000 allows users to
simultaneously create multiple contacts.

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

& User Contacts Search Results(Te

Compose ® Compose » [ Edit | Tg

Folders [[]| Type |Location Micknam

B & userd2

Contacts F ‘,1 ] Lser03

i

&, Address Books [ userld

LA My Contacts | 8 userls

B LRES H 0 user0s

a : [ ,:'_ I userdy
Contacts

- | & user0s

L Al e o

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

® Compose v WNew v [#|up * [¥#|Down ¥

Type [Nicknal Directory
Family | Group
Comparn Contact

Friends || Multiple Contacts

userdy

L EEE

[
r

[
(]
(]
(]

allen

L
3

(3) Enter the email address and nickname of each contact and then click OK.
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Email | allen@openfind.com
Email | peter@openfind.com
Email | john@openfind.com
Email |

Email

Email

Email

|

|
Email |
|
Email |
|

Email

Mickname
MNickname
Mickname
Mickname
Mickname
MNickname
Mickname
Mickname
Mickname

Mickname

ﬂ Cancel

Notes

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

provided.

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.

& user

S

Contacts Search Results(To

Compose % Compose v [ Edit | Tc

Folders [C]| Type |Location Micknarm

B &£ ¢ userd2

Contacts 0 Lser03

& address Books B & userd4

@Mwnntams | 8 userls

D L pmEss B R Users

" | & ¢ userld7

LS__Cnntacts L ": I Loros
8 e

(2) On the toolbar, open the Tools drop-down menu and select Preferences.
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% Compose v +HMew v [¥|Up v [¥F|Down + B Edit |%T:ag | Tools ¥ Switchto

[C]| Type [Nickname [Name (Email Select All Contacts
[ & Famiy Select All Groups
[ & company Select All Directories
] @ Friends Select Al

o userd7 userd7@openfi Select MNone

" allen allen@openfing

1 ™ john john@openfind Export Contacts
[ _;"1 peter peter@openfing Import Contacts
B & igh school Mave to Directony
0 2 userdz userl2@openti EE——
e 0 St

(3) Inthe [Preferences] window, locate Show Line Number and select Yes to
enable the option.

K. Preferences

Show line number to
facilitate data count and

H I.-'-\.I Iﬁl
Show Line Number ) Yes @ No moving items to specified
position.
Ok Cancel

(4) Click OK to save the settings. The setting will be applied on your next access
to Contacts.

Type Mickname Mame
@ Family
Company

Friends

iy @ @

userldy

J

allen

il

J

john

r

J

I-—-J-:I:-Ln-l:-wm—tl
5 T T A T

peter

il .
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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.

Folders

Contacts

&.&ddress Books
@ My Contacts
B RsEe

@Cnntac’[s

& al

1 L& virtual Directory
@ By Frequency
&l By Alphabet
e

(2) The system will list all contacts, directories, and groups in Contacts.

Contacts Search Results(Total is 13 )
g Ed

]| Type |Location Mickname Mame Email
5 [ £ Family allen allen@openfind.com
6 [0 £ /Family john john@openfind.com
7 [ & icompany High school
& [ _'f"_ [Friends user09 userl9@openfind.com
9 [ __":"_ IFriends userid usert0@openfind.com
10 [ 5 JFriends user0d user0&@openfind.com

Notes
When your contacts list grows too big, for efficiency, it is recommended to use
Virtual Directory to locate and to search contacts
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7. What is a Sticky Note?

Mail2000 provides a floating, edit-in-place interface for users to create, edit, and
save sticky notes anytime when using Mail2000. Moving away from the
click-to-reload paradigm, Mail2000 aims 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?

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.

(2) Inthe box that appears, click the New Sticky Note tab.
(3) Enter the title and content of the new sticky note. Then, click Create.

|' Recently Used ‘7 ] New

Tme::;hﬁe;tmz@;ébm I
Meeting with Mail2000 RD Team at |
|2PM 1n Room I&.l

Create | Cancel |
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Method B:

(1) On the left menu, click My Drive and then select Sticky Notes.

(2)

3)

1)
(2)

In the [Sticky Notes] page, click the Add button on the toolbar.

:_ admin Sticky Notes

Compose |

Folders

Contacts

My Drive

= Puplic Folders
(=0 System Public Falder
iﬁl crmvB0.openfind.com.tw
iﬁl mZkspZ.openfind.com.tw
[E) Root
[E) cloud Attachments
iﬁl Marketing

In the box that appears, enter the title and content for the new sticky note.
Then, click Create.

New ‘1

Title: Shopping List |
Toast l
Ham
\Cheese
Milk
Egzs|

Create | Cancel

How to Edit Sticky Notes?

On the left menu, click My Drive and then select Sticky Notes.

In the [Sticky Notes] page, click on the title of the sticky note you intend to
edit.
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Ham
Milk:
Egags

shopping list 2011/09/27 1710
]
Toast Edit sticky note

BRI

(3) Edit the sticky note's title and content as needed. Then, click Save to save the

changes.

shopping list

Toast
Ham
Milk
Eggs
Chee=e

Background Calor: [::]

Cancel Save

2011/09/27 1710

® How to Delete Sticky Notes?

Locate the sticky note you intend to delete and click the

upper right corner.

Toast
Ham
Milk
Eggs
Cheese

shopping list 2011/09/27 17-11

Tip: Search Sticky Notes

button in the

To search sticky notes, please locate the search box to the right of the toolbar.
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Enter the keyword(s) and then click Search.

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, on
the toolbar, click the Tag button.

Fadd | BForward @ Tag

.. shopping list 2011/09/27 '1?:1|z‘1|

Toast
Ham
Milk
Egags
Cheese

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

| g

| || Add
Available Tags Selected Tags
mail2000
\ oK \ \ Cancel i

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

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.
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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,
on the toolbar, click the Forward button.

Fadd | BForward @ Tag

. shopping list 2011/09/27 1?:‘1|z1|

Toast
Ham
Milk
Eggs
Cheese

(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.

| 1}
¥ Send @@ Attach * Encoding ¥ |Tools ¥ | =Saveas. ¥ | Preview Ne

From | user@mz2ktrial. openfind.com.tw
[

Cc Exclude

Beco

Subject:

Alt. ‘ 7] shopping_list_td {(1KB) Cancel

HTML Mail |E| O Important DRequest Read Receipt [¥] save Sent Copy [l sen
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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?
How to Upload/Download Files?

How to Move/Delete Files?

How to Add New Files?

How to Move/Delete Files?

How to Virus-Scan Files?

How to Save Attachments to My Drive?
How to Send Files as Attachments?
How to Add Tags to Files?

How to Share Files in My Drive?

How to Check the Status of Cloud Attachments?

8.1 What is My Drive?

e \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
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files conveniently. You may also edit files using the editor.

8.2 How to Add/Move/Delete Folders?

® How to Add Folders?

(1) On the left menu, click My Drive and then select Root to go to the [My
Drive] page.

(2) On the toolbar, open the Add drop-down menu and select New Folder.

|upload #FAdd ¥ |View ¥ Tools v |[S|Moveto

[[]Tvpe (Ml New Folder | Description | [
E [E A New Shared Folder

[ & M AddFile

[ [@ USERGUIDEM

] 43 ZwcEndUser Guide

(3) Inthe [New Folder] window that appears, enter a name for the folder and
then click OK.

| e ]

Please enter new folder name:
maximum 255 characters
donotusel/:*?2<>|

'M2K Docs]

*O'L{"_") \ Cancel \

(4) Anew folder has been created under Root. You may now upload or move
files to this folder.

Type [ame Description
[ M2KDocs

ADM GUIDE b
Mail2000 v6 Userguide
|3 USER GUIDE td

g ZWC End User Guide

&l
[l
0 &
0 a
[l
[l

® How to Move Folders?
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(1) Select the folder(s) you intend to move. Then, drag and drop the selected
folder(s) to your desired destination folder on the left menu.

= admin My Drive Path:/ Root
Compose @) Fupicad Fadd v |view
Folders [l Twe |Name.
[ [3 Cloud Attachments
Contacts [ Mail2000
Iy Dirive [ [3 Marketing
= Public Folders oW imm
@System Public Falder O E Zpng
=) cmviE0.epenfind.com.tw O E 2.ong
[ m2ksp2.0penfind. com.tw
1 Root]
[} cloud Attachments
=) mailzoo0 i
=1 Marketing
= sticky Not Mave 1 files to this folder.

(2) Inthe confirm window that appears, click OK. You may access the folder(s)
under the destination folder now.

_:, admin My Drive Path:/ Root / Marketing
Compose @] Fupioad Fadd v |View ¥ Tools
Folders [ [Type [Mame
O [y Mail2o00
Contacts
My Drive

= puplic Folders
@ System Public Folder
@cmvﬁﬂ.openﬂnd.com.tw
@mEkspE.openﬂnd.comM
[E) Root
[E) cloud Attachments
ER=1 Marketing
(5 Mail2000

Sticky Notes

® How to Delete Folders?
(1) Select the folder(s) you intend to delete. Then, click the %/ button.

#lupload FAdd » |view v Tools v |MMoveto % Compose @Tag
][ Type |[Mame Description | Download | Edit | Delete
[} M2KDocs
1 [E USERGUIDEb ]
7] ZwcEndUser Guide x|
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(2) In the confirm window that appears, click OK.
8.3 How to Upload/Download Files?

® How to Upload Files?
(1) On the toolbar, click Upload.

#lupload HAdd » |view v Tools v |MMoveto %iCompose §

Type Mame Description | Download | Edit

=
[§ USER GUIDE.bt
i DWNC End User Guide

H®
B & &
X x] X

(2) Inthe [Upload] window, click Select file and choose a file to upload.

€ Upload - Google Chrome (== X
@ m2ktrial openfind.com tw/cgi-bin/dc_upload?flash=18dc_base=user@m2ktrial.openfind.com twidir_path=%2F
Upload
[} UploadFile

t Upload File to Directory:f

Select File

Start uploading | Close window

EEEE —

@Qv| | » mario_wdag » Dropbox » vl&,|| #£= Dropbox
HEEE ~ HmERE =
¢ mEE - 1=

. Dropbox (?‘
: :2 = @ 0945 @ code eGetﬁ-
= |

Or you can choose “Traditional Upload Interface” to upload file.
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Upload
[} UploadFile
pload File to Directory:/

Salact File

Start uploading Close window

Traditional Upload Interface

® How to Download Files?
(1) Locate the file you intend to download and click the button.

[C]

O @ x|

] [J USERGUIDENt x|

7] ) ZwCEndUserGuide X 5.

(2) In the [File Download] window, click Save.

8.4 How to Add New Files?

(1) On the toolbar, open the Add drop-down menu and select Add File.

+|

|upload *FAdd » |view ¥ Tools v |MlMoveto % Compose

][ Type Mew Falder Description | Download | Edit
[ & 9 New Shared Folder
0 &
] /] Mail2000 vé Userguide
I [& USERGUIDEb
] ZWCEndUser Guide

(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.
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File Content

= File Infarmation

File Name: @A Meeting
File Description: QA Meeting Minutes

File Path: /Root'M2K Docs

k Back

Meeting Minutes with Mail2000 Qi Tear

Date: 2007/10/10
Location: Meeting Room &

8.5 How to Move/Delete Files?

® How to Move Files?
(1) Select the file(s) you intend to move. Then, drag and drop the selected file(s)
to your desired destination folder on the left menu.

&, admin My Drive Path:/ Root
Compose #upload Fadd v |view ¥
Folders OTwe  |Name
[ [ cCloud Attachments
Contacts ] [ Marketing
Iy Drive # 1png
2.png
= Public Folders g
I e J.on
) system Public Folder =
@cmuﬁﬂ.npenﬂnd.cnm.m
[E) m2ksp2 openfind.com.tw |
=1 Root
@Cluud.ﬁﬁachments J
1=
= sticky Nate Move 3 files to this folder.
|

® How to Delete Files?
(1) To delete a single file, locate the file and click the %/ putton.

165

Openfind Information Technology, Inc.



Openﬁndm Software Engineered for Growth

Openfind”

BRI

M upload Fadd v |view ¥ Tools v |MlMoveto % Compose @ Tag
]| Type |[Mame Description | Download | Edit Delete
[l [y openfind x|

] [ ADMGUIDEt x|

| ] Mail2000 v6 Userguide x|

1 [ USER GUIDE bt X

] [ ZwcEndUserGuide | x]

(@)

In the confirm window that appears, click OK.

8.6 How to Virus-Scan Files?

(1) On the toolbar, open the Tools drop-down menu and select Virus Scan.

*|upload Wadd * |View ¥ Tools v |MlMoveto ‘% Compose @ Tag
[ | Type [Mame Copy File Download | Edit | Delete
[l [y openfind Virus Scan ]

s ADM GUIDE.bd Privilege Settings ]
7| ] Mail2000 vé Userquide x|
Il (@ USERGUIDEM x|
] ) ZWCEndUserGuide x]

(@)

either delete or move the infected file(s).

In the Virus Scan Results page, all virus-infected files are listed. You may

Virus Scan Results

Path: Foot/
Scan Results: {The following files are infected with vimses.)

Files |5ize Date
Mo infected files have been found.

[] Total: 0 file(s)

Delete | Maove | Back |

[Description

8.7 How to Save Attachments to My Drive?
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When previewing/reading a mail, in the Attachment field, a small icon (<) is
shown before each attachment.
Click the < icon to save the attachment to My Drive.

Subject  Re: Mail2000 10 amazing function [Add Tag] &
Date: Tue, 27 Sep 2011 18:23:34

Attachmentf s ®lyser suide docx(12k)

& 11ail2000 Message System - Google ... EIEI&

% bisers//mail.office.openfind.com.tw/cgi-bin/dc_browse:

Save Mail Attachments

(= Save attachment to:/Root
Name |Description

| mail2000

OK | Cancel |

8.8 How to Send Files as Attachments?

(1) Select the file(s) you intend to send as attachments. Then, on the toolbar,
click Compose.

My Drive Path:/ Root
F!Upload Fadd - | view ¥ Tools ¥ |F§!Mw&to & Compose '@-Tag
Type |Name Description Downlos,_jf—=dit Dalata aud Aff.

EIJE m.&ﬁachments p S.Zdasgachment

O] [ Marketing 2 [

@ 1lpng 2 [x]

#/ 2png £ [

1 % 3ong & X

(2) In the confirm window that appears, click OK.
(3) The system will direct you to the [Compose] page, in which the selected
file(s) are added as attachment(s). You may start composing the mail.
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To Match
Bce
e Exclude
Bco
Subject
Aft. il ADM_GUIDE et {1KB) Cancel
() Mail2000_vE_Userguide {9, 179K8B) Cancel

8.9 How to Add Tags to Files?

® How to Add Tags to Files?
(1) Select the file(s) you intend to add tags. Then, on the toolbar, click Tag.

+

Upload *HAdd ¥ |View v Tools v |MlMoveto % Compose @ Tag

&
0
¥ &
]
]

Type Mame Description Download | Edit Delete
| openfind
ADM GUIDE te

o Mail2000 v6é Userguide

|3 USER GUIDE.bd
& ZWC End User Guide

GHCGHENE
B R & &
] [x] ] [x] x|

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

168

Openfind Information Technology, Inc.



Openfind”

openﬁndm Software Engineered for Growth MAI L2 000 %?EB#F%%
| || Add
Available Tags Selected Tags
MailGates
MailBase
-
<_
’}' OK ’ 1 Cancel |

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

® How to Edit Tags in Files?
(1) Select the file you intend to edit tags. Then, on the toolbar, click Tag.

*lupload Wadd ¥ |View ¥ Tools v |MMoveto ‘®Compose @ Tag
][ Type |[Mame Description Download | Edit Delete
[ [ openfind x|
5 ADM GUIDE td ]
] Mail2000 v6 Userguide ]
] [E USERGUIDE.d x
[ ] ZWCEndUser Guide x]

(2) Inthe [Tag] window that appears, use the left and right arrow buttons to
remove or add tags.
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| \ Add

Available Tags Selected Tags

M2K English Mail2000

SRRSS—

“' OK \ iCanceI |

(3) Click OK to finish.

8.10 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 Tools
drop-down menu and select Privilege Settings.

*|upload Wadd * |View ¥ Tools v |MlMoveto ‘% Compose @ Tag
[l Type [Name Copy File

] [ openfind Virus Scan

3§ ADM GUIDE.td | Privilege Settings

& Mail2000 v Userguide

[ & USERGUIDEtd

[ ZwcCEndUser Guide

(2) Inthe [Privilege Settings] page, click Add.

(3) Inthe [Add Privilege] page, enter the user account you wish to allow access
to your folder and check your desired options. Then, click OK.
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® Privilege Settings
Activate:

Allowed Users:

Privilege Settings:

Apply to sub-directories:

Add Shared Permission: My Drive |

user2@mazksp2.openfind..
Please enterthe email account. Enter * to designate all

Lgers.

¥ read [[Edit [ Manage

% Cancel

(4) The added privilege will be listed in the [Privilege Settings] page. The
allowed user can now access your shared folder.

Set Shared Permission: My Drive /

System Message — Completed successfully.

Allowed Users | on | Edi |Delete| Privilege Level
user2@m2ksp2.openfind.com.tw (& %) Read | |Edit [ |Manage
Add | | Cancel |

® How to Edit/Delete Shared Folder Privileges?
The three privileges 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.

® How to Edit/Delete Shared Folder Privileges?

(1) Select the shared folder you intend to edit. Then, on the toolbar, open the
Tools drop-down menu and select Privilege Settings.

(2) To edit a shared folder privilege, locate the privilege and click the

button.

(3) To delete a shared folder privilege, locate the privilege and click the

button.
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8.11 How to Check the Status of Cloud Attachment?

(1) In My Drive, the file with a paper clip icon means which is a cloud
attachment.

My Drive Path:/ Root / Cloud Attachments
[* upload Fadd ¥ |view ¥ Tools v |[M|Moveto % Compose @ Tag

[O][Type |[Mame Description [Download | Edit |Delete | Cloud Aft.
] # (Wipng x| @

] # (Noood imagesipg x| (
O« (fEsiEfome x| (

0 x|

(2) Click the paper clip icon to check how many mails attached this file.

Attached File Status

Total 1 records 1 /1 Pages
‘ Time * Subject ‘ Recipient Cloud Att.
L‘13J’U3“U 16:25 test admin (admin@mz2k__. (1Y1.png ... |&7URL

Total 1 records Back 1 /1 Pages

(3) Click the URL button to check the status of a cloud attachment.

Attached File Status

(1)1.png
Mail Subject: test Expired Date: 2013/04/09 16:25 Exdend
Q | Recipient ‘ Download Link | Last Download Time | Download Counts
Q admin@m2ksp2.openfind.com.tw Mo records. 0

Back
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9.

Information Center

Information Center provides four major services

1)

(2)

3)

(4)

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.

Subscriptions: Provides information-subscription services including
Newsletters and RSS Feeds.

This chapter explains :

How to View Mailbox Information Page?

How to Subscribe to Newsletters?

How to Read/Post/Delete Messages in Forum?

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?
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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.
Add Info Box | | Wide-thin Layout [+]
Login Info [X]| | Forward Infarmation |
2013/04/20 14:32-45 Successful Web Login 10.0.33.40 r\fﬂ‘iﬁgﬂl AutoForward Emall
2013/04/20 13:44:36 Successful Web Login 10.0.33.40 .
P —— . = AutoForward Settin
20M3/03M1016:18:15 Failed Web Login 10.0.33.40 Status| SiSERrnEneE
20M13/03M016:17:49 Failed Web Login 10.0.33.40 Mo Data
Allinformation Filter Setting
Mailbox Usage X snnouncement 2]
Iy Dirive: 0.97 MB 0.75 % Mo Announcements.
. Wails: 296 MB 29,65 %
o Free Space: 6.06 MB 60.60 % RSS Mews Iz‘
Total: 0.01 MB 100 %
Falders Info |z| Click the Edit button to sn_at RSS News
: source and subscribe to it.
Folder | Unread | Total | size
Inbox 41 I Mail(s) 66 Mailis) 1.11MB
Sent 15 [Mail(s) 31 'Mailisy  0.24 MB
Draft 4 | Mail(s) 6 IMailisy 0.14 MB
Recycle Bin [Empty] 44 [ Mail(s) 50 fMailsy  1.26 MB

There are two ways to get into this page :

(1) Click the logo WEI AN or user account @ user

on the upper left corner.
(2) On the left menu, click Info. Center and then select Mailbox Info.

Contacts

2013/04/20 14:32:45

Iy Drive

2013/04/20 13:44:36
2013/03/10 16:18:15

Info Center

2013/03M10 16:17:49

= Delivery S S
W sus

& poP3
&Forum

E1+% supscriptions

Mailbox Usage

Or, directly right-click once on the left menu. In the context menu that
appears, select Mailbox Info.
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Notes
In the [Mailbox Information] page, the Folders Info. lists all of the user's mail
folders. Click on any of the folder name to access the mails in the folder.

9.2 How to Subscribe to Newsletters?

(1) On the left menu, click Info. Center, expand Subscriptions, and select
Newsletters.

Info Center

& Wailbox Info

= Delivery Status

@ sms

& POP3

(%Furum

O e Subscriptions

Mewsletters
R335 Feen:ls

(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.

(3) Click OK to save your subscriptions. The subscribed newsletters will be
regularly delivered to your mailbox.

Newsletter Subscription

You may subscribe to the following newsletters.

® O Mail2000 Newsletters

%

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?

The Mail2000 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)

@)

3)

(4)

On the left menu, click Info. Center and then select Forum.

Info Center

& ailbox Info
E'.J.Deliuerg.f Status

“ sus

& POP3

O Subschinns

Mewsletters
R35 Feeds

In the [Forum] page, all available discussion boards are listed. Click on the
name of any discussion board to enter.

Discussion Boards

Mail2000 Feedbacks HEE {We value your needs and welcome your feedbacks.) 3

In the discussion board, to read a message, click on the subject of the
message.

" Post W"Reply ¥ B8 Forward ¥ | Tools » M copyto
b A 0| [ Subject
[l New feature about reading mail!

[C]1E calendar tips!!

[C] 2 Mail2000 suggestion

In the discussion board, you can:

B Post: Post the new message.

B Reply: Reply the message which you are reading.
B Forward: Forward the message by mail.
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B Tool: Add the message author to your contacts.
B Copy to: Copy the message to your personal folders.

W Post W"Reply ¥ B Forward ¥ |%-Tag ¥ Tools * & Copyto | Back
VA0 | [ Subject
[ &g TEST

(5) To delete the message, click the . icon on the toolbar.

" Post “W"Reply * EaForward ¥ |%’-Tag L Tools »
M| @ | [C]| Subject
= TEST

9.4 How to Subscribe to a Discussion Board through RSS?

(1) On the left menu, click Info. Center and then select Forum.

Info Center

& ailbox Info
E'_-lDeliuerg.f Status

“ sus

& POP3

O Subschinns

Mewsletters
R35 Feeds

(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.

Discussion Boards
Board | Description Posts

Mail2000 Feedbacks %55 {(We value your needs and welcome your feedbacks) 3
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(3) Given the RSS feed URL, you may use any RSS reader to browse and
categorize the messages.
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9.5 How to Subscribe to RSS Feeds?

® \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 to RSS feeds, you must first create an RSS category to include the
feeds.

(1) On the left menu, click Info. Center, expand Subscriptions, and select RSS
Feeds.

Info Center

& |1ailbox Info
E‘:‘.Deliuer&.r Status

T
& POP3
&Fnrum
- Subscriptions
Mewsletters

RSS Feeds
&

(2) On the toolbar, click New Category.
(3) Inthe [New Category] window that appears, enter a name for the catebgory
and then click OK.

lNews l

oK {b Cancel |
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(4) Inthe [RSS Feeds] page, the newly created RSS category will be displayed.

Mew Category Export Expand Collapse

|HEWS{{}} Add] Import] | Delete

Uncategorized (0) [Add] [Impor]

® How to Subscribe to an RSS Feed?
(1) Inthe [RSS Feeds] page, locate the category to which you intend to add the
RSS feed. Click the Add text link.

Mew Category Export Expand Collapse

[+ NEWS (0)[Add]{lmport Delete

Uncategorized (0) [Add] [Impor]

(2) Inthe [Add RSS Feed] page, enter the Feed URL, name, and description.
Then, click Add RSS Feed.

Add RSS Feed

RSS Feed Information

http:/fwaew. nytimes com/senices/xmlirss/index html
Obtain RS5 Feed Information

Feed URL:

Feed Mame: MY TIMES

Feed Description:  |NY TIMES-FINAMCE

Feed Category: MEWS E|

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.
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Mew Category Export Expand Collapse

= NEWS (1) [Add] Impaort] Delete
Ny TIMES | (]

MY TIMES-FINAMCE

Uncategorized (0) [Add] Import]

(2) Inthe [Browse RSS Feed] page, all headlines of the feed are listed. Click on
any of the headlines to access the content.

Switch * Update % Forward

o | Subject

[] Fearing Change, Syria’s Christians Back Assad

[] il Embargo on Syria Forces It to Seek New Buyers

[C] Anti-Qaddafi Fighters Say They've Siezed Surt Port

[] In Riddle of Mideast Upheaval, Turkey Offers ltself as an Answer
[] Yemen Defense Minister Survives Assassination Attempt

[] Israel Plans Mew Housing in Jerusalem Beyond 1967 Boundaries
[] In Pakistani Media, the U.5. s a Target for Acrimony

® How to Forward RSS Feed Headlines?
(1) Inthe [Browse RSS Feed] page, select the headline(s) you intend to forward.
Then, on the toolbar, click Forward.

Switch * Update ‘@ Forward

0| Subject

[] Fearing Change, Syria's Christians Back Assad

0il Embargo on 5yria Forces It to Seek New Buyers

Anti-Qaddafi Fighters Say They've Siezed Surt Port

[ In Riddle of Mideast Upheaval, Turkey Offers Itself as an Answer
[[] Yemen Defense Minister Survives Assassination Attempt

[] Israel Plans New Housing in Jerusalem Beyond 1967 Boundaries
[C] In Pakistani Media, the U.5. Is a Target for Acrimony

[[] After Ousting an Official, Kremlin Adds a Message

(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.
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9.6

(1)

2

Openfind”
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® Send New Window | Back
From |
To
Cc

Bcc

Att.| © ArtsBeat._Dylan_Paintings_Draw_Scr..

(164KB)

Plain Text ] [l Important ] Request Read Receipt

How to Import/Export RSS Feeds?

How to Import RSS Feeds?

On the left menu, click Info. Center, expand Subscriptions, and select RSS

Feeds.

Info Center

& Mailbax Info
"-_;'-J.Deliuerg.r Status
@ sus
& POP3
&))Fnrum
- Subscriptions
Mewsletters

RSS Feeds
&

In the [RSS Feeds] page, locate the category to which you intend to import

RSS feeds. Click the Import text link.
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Mew Category Export Expand Collapse

= NEWS (1) [Add| Import] | Delete

- Ny TIMES ] (X
NY TIMES-FINANCE

Uncategorized (0) [Add] Import]

(3) Inthe [Import RSS Feeds] page, click browse to select the RSS feeds file.
Then, click Import.

Import R3S Feeds

File: google-reader___criptions_xml

Please select an RSS feeds listfile to import. Then, click
Import to begin import (OPML format anly).

Import to: NEWS

Import | Cancel |

(4) The RSS feeds contained in the file will be listed. Check the feeds you intend
to import and then click Add RSS Feed.

Import RSS Feeds
Select URL | Subject
http:/ffeeds2 feedburner.ce Android combine
http:/ffeeds.nytimes com/| MYT = Home Page
http:/feeds feedburner.cor Yahoo-stock-1202
http:/ffeed. pixnet.net/blog/ maneyd]
http:/fudn_com/udnrss/BR udn fianace
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® How to Export RSS Feeds?
(1) On the left menu, click Info. Center, expand Subscriptions, and select RSS

Feeds

Info Center

& |1ailbox Info
'L—"iDeIiuerg.r Status

T
& POP3
&Fnrum
- Subscriptions
Mewsletters

(2) Inthe [RSS Feeds] page, click the Export button on the toolbar.
(3) In the 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
® Security

View login information 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 Customize Left Menu?

How to Configure Mail2000 Environment?
How to Create and Use Signature?
How to Create/Delete/Manage Tags?
How to Set Auto-Reply?

How to Set Auto-Forward?

How to Set Filters?

How to use Account Delegation?

How to Set Filters?
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® How to Customize Mailbox Information Page?
® How to Manage Schedule Mail?
® How to Create/Delete/Manage Tags?
® How to Customize Left Menu?

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) On the left menu, click Preferences, expand Privacy, and select Login Log.

Compose

Folders

Contacts

Wy Drive

Info Center

Preferences

=8 Privacy
Login Log
F'asswu:ur

&F‘ersnnalizatinn

& Mail Options

= E? Spam Protection
Block Addresses
Safe Senders
Safe Recipients
Protection Level

nﬁ'AccnuntDelegatinn

(2) Inthe [Login Log] page, locate the Login Type selection menu. You may
select to view All Login Log, Successful Login Log, or Failed Login Log.
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Log Type: | All Login Log |E|

A i ]

Successful LoginLog | Proxy

Failed Login Log iption IP P
2011/09/28 09:32:33 S“':':ﬁsgfilr‘]' WWeb 210.59.164.109
2011/09/27 14:32:39 S“':':T*_ffgfilr‘]' WWeb 210.59.164.109
2011/09/27 11:31:45 Successful Web 210.59.164.109

Login

2011/09/26 22:32°30  Failed IMAP4 Login £4.31.20.83
2011/09/26 22:32:29  Failed IMAP4 Login £4.31.20.83
2011/09/26 22:32:29  Failed IMAP4 Login £4.31.20.83
2011/09/26 22:32:28  Failed IMAP4 Login £4.31.20.83

10.2 How to Change Password?

(1) On the left menu, click Preferences, expand Privacy, and select Password.

Compose [_\

Folders

Contacts

Wy Dirive

Info Center

Preferences

= .:.?', Privacy
Login Log
Password

E)Persnnahinn

(2) Inthe [Password] page, enter your current and new password and confirm
your new password. Then, click OK.
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Change Password

Current Passwaord; |ssssssses

Mew Passwaord, |*ee=s-

Confirm Password:

Hint:

M Cancel

Passwaord Strength: Strong

Please type your new passward
again for confirmation.

Hint to remind your password.

Notes Password Strength

According to the setting from the administrator, the password strength was

classified into four levels.

Password Strength Password Password Rule
Length

Disable ( Not displayed ) 1 0

Medium 8 2

Strong 8 3

\ery Strong 14 3

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~Z)
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.

. adrmin

Compose |

Folders

Contacts

My Drive

Info Center

Preferences

ks Privacy
Lagin Log
Fassward
{ Fersonal Security Cude]
Mail Service

(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 Persanal Security
Code Authentication when you change password or auto fonward setting.

% Create Personal Security Code

Step1. Input the current password Step2. Create Personal Security Code

Mew Personal
Pasgsword:
| Security Code:
(Zan not be the same with
password and at leastB

characters)

Caonfirm Persanal
Security Code:

Hint:
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10.4 How to Set Mail Service?

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

Service.
&, admin Mail Service
Compose [_\
Bl Mail Semvice
Folders
SMTP Service: (0 Disable @ Enable
Contacts
Iy Drive FOP3 Service: (O Disable @ Enable
Info Center IMAP4 Service: (D) Digable @ Enable
Preferences
=] ..?.F'riuacyr Ok Cancle
Lagin Log
Password
I Mail Service I

(2) Choose the service you do not use, change status to Disable, and click OK.

Mail Service

Bl Mail Senvice

SMTP Service: () Disable @ Enable

POP3 Senvice: | @ Disable | Enable

IMAP4 Service: | @ Disable | Enable

oK Cancle

10.5 How to Create/Edit Personal Profile?

(1) On the left menu, click Preferences, expand Personalization, and select
Profile.
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My Drive

Info Center

Preferences

:E.F'riuamr
=] &F‘ersnnalizatinn

Shnrth

Configuration
Themes
Signature
Tags

Left Menu

Openfind”
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(2) Inthe [Profile] page, enter or edit your personal information. Then, click

Save.

€ Profile

Account
Last Name
Name
Email
Photo

I

Mobile Number.
Gender.
Birth Date
Blood Type
1D Mumber:
Education
Country

City.

user

user@mz2ktrial.openfind.com.tw

Otners [+]

© male © Female ) Notspecified
Not selected

Reserved E

Reserved Iz‘

—Please select country—

(Please enterthe URL, and picture recommended size would be 80x90 pixels.)

10.6 How to Customize Shortcuts?

To enable each user to quickly access his/her frequently used functions, Mail2000
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.
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(1) On the left menu, click Preferences, expand Personalization, and select
Shortcuts.

Wy Drive

Info Center

Preferences

..L Privacy
= &F‘ersnnalizatinn
Profile

Configu ’h-

Themes
Signature
Tags
Left Menu

(2) Inthe Shortcuts page, you can set the System Default Shortcuts. 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.

4 System Default Shortcuts

=
— - Function/ Inbox - Status! @ activate © Deactivate
E—

1 _ _ _
— - Function/ Calendar - Status! @ activate © Deactivate

- Functioniilanage Sticky Motes - Statusd @ activate ©) Deactivate

8
o>

- Function/Mew Sticky Note (Hotkey: F2) - Status! @ activate © Deactivate

- Function/ Manage Tags - Status! @ activate © Deactivate
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(3) Users can select the functions they want and put it on the shortcuts. Click
Settings to go to shortcuts setting page.

(4)

44 Shortcuts

Mone

Mone

Mone

Mone

Shortcut 1
Function/
Caption/
Shortcut 2
Function/
Caption/
Shortcut 3
Function/
Caption/
Shortcut 4
Function/

Caption/

- View!

- Status/

- View!

- Status/

- View!

- Status/

- View!

- Status/

in Current window

To enable the first set

in Current window

To enable the first set

in Current window

To enable the first set

in Current window

To enable the first set

Settings Order

Seftings Order

Seftings Order

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.

44 Edit Shortcut

Function: @

—Wail2000 Function —
O setURL | Others [+]

Caption: |- Mail2000 Function —

[=]

View: © in New Window @ in Current Window

Select lcon

Mone

Save Cancel
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(5) If you want to close certain shortcut function, just click the Deactivate.

- Function/ Inbox - Status! | @ Activate © Deactivate

—
B

Function/ Calendar

Status/ @ Activate © Deactivate

Function/ Manage Sticky Motes

Status! @ activate © Deactivate

- Function/ Mew Sticky Mote (Hotkey: F2) Status! @ activate ©) Deactivate

- Function! Manage Tags - Status/ @ activate © Deactivate

® How to Edit the Order of the Shortcuts ?
(1) Expand the Preference on the left menu, and click Shortcuts to go to
shortcuts page.
(2) Click the Order button, and select Move Up, Move Down, Move to Top,
Move to Bottom to edit the order of the shortcuts.

4 Shortcuts
Shortcut 1 Seftings Order
a - Function/  Mewsletter Subscription - View/ in Current window Move Up
- Caption/ news letter - Status! @ Activate © Ded p1ove Down
_ Shortcut 2 sSeftinas| pove to Top
iiﬁ%h. - Function/ My Files - View/ in Current window | Move to Bottom
- - Caption/ My Files - Status/ @ Activate ':'Deal Cancel
Shortcut 3 Settings Dri%r
&H - Function!/ Forum - Wiew! in Current window
- Caption/ Forum - Etatus/ @ Activate © Deactivate
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10.7 How to Configure Mail2000 Environment?

As each user has different needs for his/her mailbox, Mail2000 provides a
comprehensive set of options for environment configuration.
(1) On the left menu, click Preferences, expand Personalization, and select

Configuration.

Iy Drive

Info Center

Preferences

- Privacy

EI&) FPerzanalization
Profile
Shorcuts
Configuration
Themeas ’h
Signature
Tags
Left Menu

(2) Click the General tab for general settings. When finished, click Save to save the

settings.
General Mail Compose POP3 Retrieve IMARP4 Retrieve
Language English |Z|
Header Display Default |E|
Login Page Mailoox Info ]
Session Expiration 60 minutes E|
Time Zone (GMT+08:00) AsiaTaipei E|
Save Cancel

- Language: Select system language.
- Header Display: Select the displayed type of mail header information.
- Login page: Select the login page.
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- Session Expiration: Select the session expiration time.
- Time zone: Select the time zone.

(3) Click the Mail tab for advanced settings. When finished, click Save to save the

settings.
General Mail Compose POP3 Retrieve IMAP4 Retrieve
Pane Made o
Horizontal Split Vertical Split Full Page
Auto-Preview @ Disable
Remaove Javascript Disable @ Enable
Default Reading View HTML |Z|
Block External Images Only Block in Spam E
Block Inline Images
Block Unread Mails Only
Block Unknown Senders Only
IMails List MNumber of Mails Per Page: | 25 E Mail(s)
Display after Delete After Delete | Next E
Auto-Retrieve POP3 Laogin | Do not retrieve Iz‘ POP3 mails on login
Empty Recycle Bin Logout | Do not delete mails E in Recycle Bin on logout
MNew Mail Motification 5 Minutes E
Folder Sorting Manual @ Auto
M Cancel

—  Pane Mode: Select pane layout (Horizontal Split/Vertical Split/Full Page).

—  Auto-Preview: Automatically preview mails upon entering [Inbox] or other mail
folders.

—  Remove JavaScript: Remove the JavaScript when reading the mail.

—  Default Reading View: Select HTML or Pain Text as the default reading mode.

—  Block External Images: Select the rule of blocking images in mails.

— Mails List: Select the number of mails to display per one page.

—  Display after Delete: Select the action after deleting the mails.

—  Auto-Retrieve POP3:

—  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.
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(4) Click the Compose tab for compose settings. When finished, click Save to save

the settings.

General Mail Compose
The size of compose text area 500x300 |z|
Editor Force HTML  [=]
Capy Sent Mail Disable @ Epable

Zend and Delete Draft Disable @ Enable

Reguest Read Receipt @ Disable Enable

Outgoing Name |

Cutgoing Email admin@m2aksp2.openfind.com.tw

Reply Settings Append Criginal Mail |z|

Cuote Symbol =

Aftach vCard

@ Disable Enable

Forward .eml Mails Inling Disable @ Enable

POP3 Retrieve IMAP4 Retrieve

Save Cancel

- The size of compose text area: Set the size of the compose text area and select

the editor.

- 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: Sets to append the original mail, include it as quoted text, or not

to include it when replying.

- Quote Symbol: Sets the character used to quote the original mail when replying.
- 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
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save the settings.

General Mail Compose POP3 Retrieve IMAP4 Retrigve
Delete after retrieval Default |z|
Add atag after retrieval Nong E|

Tag as unread after retrieval @ Default Remaove Reserved

Save Cancel

B Delete after retrieval: Select the way of deleting the mail receiving from
POP3.

B Add atag after retrieval: Add a tag on the mail receiving from POP3.

B 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 IMAP4 Retrieve tab for IMAP4 settings. When finished, click Save to
save the settings.

General Mail Compose POP3 Retrieve IMAP4 Retrieve
Delete Synchronously @ Disable Enable
Backup to Recycle Bin Disable Enable

Save Cancel

B Delete Synchronously: Delete the mail from server immediately.

B Backup to Recycle Bin: When the “Delete Synchronously” function was
enabled, you can choose that moving the deleted mail to Recycle Bin or
deleting immediately from server.
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10.8 How to Change Theme of Mail2000 ?

System provides 15 different themes to users. Click Preference on the left menu, and
click themes to the theme setting page. Users can choose different themes they want
in this setting page.

MAIL2000 - > e @ B oo

& admin Themes

Compose C

===k ==k=

Iy Drive

DCefault Skin Tender Pink Sweet Orange Cyan Lake lce-snow Blue
Info Center
Preferences
- Privacy
B Personalization
Profile Dreamy Lavender Silver White Campo Green Moble Purple Fashion Crange
Shortcuts
Configuration
Themes
Signature
Tags
Left Menu Elegant Black Gold Bright Red Rich Brown Simple Black Simple White

&= |jail Options
I@Spam Protection
EAccountDe\egatmn

Q admin Themes
Compose @&
Folders
B npox (41/86) - —
B2 virtual Folder
- ) Default Skin Tender Pink Sweet Orange Cyan Lake Ice-snow Blug
12 sent (15131)
[5# prat (418)
1 Recydl= Bin44/50)
Spam (111) - — —
B teestry ‘
=R Dreamy Lavender Silver White Campo Green MNoble Purple Fashion Orange

3&‘ Manage Folders
& scheduled Mails

& Cloud Att. Status
3& Delivery Status

) ) ) ) P
Contacts Elegant Black Gold Bright Red Rich Brown Simple Black Simple White

My Drive

Info Center

Preferences
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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

)

3)

Signature.

Info Center

Preferences

& Privacy

E&)Persnnalizatinn
Profile
Shortcuts
Configuration
Themes
Signatura

Tags ‘h

Left Menu

In the [Signature] page, click New Signature to create a new signature.

Signature

Mew Signature |

Mo Signatures Found.

@ No Signature ':'Append Signature O Insert signature while composing

oK |

Defaulf Title | Format | size | Edit |Delete

In the [Edit Signature] page, enter your signature title and edit your s

ignature.

Add signature to your outgoing mails.

Signature Title: | Openfind

[
]
Nl
WE-

g@%%ﬂﬂ%%hﬁﬂfﬂ

Address: TF, 243, Sec.2, Chongging N. Bd_, Taipei 10359, Taiwan
Phone - +886 2 2553-2000
Fax -+88pH2 2553-D?D?|
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(4) Click Save to save the signature.

® How to Use Signature?
(1) To append signature to outgoing mails, in the [Signature] page, select the
Append Signature option.

Signature

Mew Signature |

Defaulf Title Format | Size | Edit |Delete
@ Openfind Plain Text 117 @& (=
Mail2000 Plain Text B & (X

D No Signature @ Append Signature D Inzert signature while composing

oK |

(2) You may create up to 32 signatures. If you have multiple signatures, please set a
default signature.

Signature

Mew Signature |

Defaulf Title Format Size | Edit |Delete
@ Openfind Plain Text 117 @& (s
Mail2000 Plain Text B & (X

D No Signature i@ Append Signature D Inzert signature while composing

K|

® How to Edit Signature
(1) To edit a signature, click the €l button.
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Signature
New Signature
| i — [ Gz | Eat [oee
(@) Openfind Plain Text 213 IE‘D (X
® Mail2000 Plain Text 26 = ]

O No Signature ® Append Signature O Insert Signature

(2) When finished editing, click Save to save the changes.

® How to Delete Signature?
(1) To delete a signature, click the (%] button.

Signature

New Signature
aulf

O Openfind

® Mail2000

O No Signature & Append Signature O Insert Signature

Plain Text 213

Plain Text 26

®

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

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.
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£ admin Auto-Reply
Compose [_‘

Folders

[ Activate Auto-Reply

Contacts

iy Drive

Info Center

Preferences

- Privacy

& Personalization

=% Mail Options
Auto-Reply
Autn—me
Filters

(2) Inthe [Auto-Reply] page, check the Activate Auto-Reply box, enter your

auto-reply content, and specify the auto-reply interval.

Activate Auto-Reply

% Auto-Reply Settings

Plz contact Mr.XEX.

Reply Content:

Reply on Specified Interval (GMT+08:00) AsiaMaipei

Daily Weekly Custom

From | Mon |Z| ~To | Mon |E|
From |00 [« : 00[=]~To 23[+]: 59[+]

I'm not in the office from 2011/1/1~2011/12/731.

IDI{| Cancel |

(3) Click OK when finished.
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(4) To disable Auto-Reply, uncheck the Activate Auto-Reply box.

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). This function allows you
to retrieve all mails sent to different accounts using just one mailbox.

(1) On the left menu, click Preferences, expand Mail Options , and select
Auto-Forward.

—

admin Auto-Forward

Compose

[C] Activate Auto-Forward
Folders

Contacts

My Drive

Info Center

Preferences

) Frivacy

8:_3) Personalization

=% Mail Optiens
Auto-Reply
Auto-Forward

Filters ‘“

(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 Settings

Incoming mails will be forwarded to the following email addresses
(maximum 3 email addresses). Click Clear to remove an address.

Email Address 1: Clear

Clear |
Email Address 2: Clear
Clear |

Email Address 3: Clear

] save Sent Copy

Reply on Specified Interval (GMT+08:00) AsiaTaipei

Daily Weekly Custom

From | Mon |E| ~To | Mon |E|
From |00 [« : 00[=]~To 23[+]: 59[+]

Ok | Cancel |

(3) Click OK when finished
(4) Toremove a target address, click the Clear button.
(5) To disable Auto-Forward, uncheck the Activate Auto-Forward box.

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.
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Info Center

Preferences

.:r:. Privacy

&’) Ferzonalization

& Wail Options

@ Spam Protection

El-&'.&ccnunt[lelegatinn
Activation

Expired "b

(2) Click Add to create new delegation rule.

Activation

Add Delete

[F] |813ML Add / Edit Account Delegation 3¢ ] [ oqin time)

Mo authorizat\

Subject: | Mail2000

Authonzed 7 Period (GMT08.00) Asia T, .
Period eriod (G ) Asia Taipe
2011/09/28 00:00 ~ 2011/09/29 00:00 {5 |
Autharized Add | (The account
Account

must be in the same domain)

Account Delete
mario_wang x

OK Cancel

(3) Click the title can edit the delegation rule.
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Activation
W

) ) ) Last Login L

[[] |status| Subject | Period Authorized Account Time!Accnunt'Lngm {time)
account . userf2
0 @ delegation All the time o
i

® How to login to the account which is authorized to you ?

(1) Authorized account can login in the authorized period by open the account
column drop down menu.

Opentfind
MAIL2000

i userls
userl2

Mailbox Inf

Folders Recent Event
. Mo Events.
Binbox (19)
= & virtual Folder e —

(2) You can click the back button to return to your own account.

Opentfind
MAIL2000
€ Back | user

Compose

Folders

=& inbox (5)
=& virtual Folder
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® How to view the login information?
In the delegation rule page, you can see the login times in the Login column, and
click on the number will display the login record.

Activation

Add Delete

O] |status|  Subject | Period
0 ® 3§'|::“;ttmn AMithetime U502

| Authorized Account | LastLogin Time / Account |Login (time)

2011/09/28 15:35 by user02

pd

e

Log Records

Subject
Authorized Pariod.
Activation Drate:

account delegation
All the ima
2011009728 15:26

/m

Expiration Date: Ongoing
Total: 2
Account | Login Date [ Logout Date | LastUsed Time
usarda 201108028 15:35 20110928 15:36 2011109426 1536
userld 2011000028 15:34 20110928 15:35 2011109426 1535
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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 "Mail2000" into the
"Openfind" folder.

® How to Add Filter Rules?
(1) On the left menu, click Preferences, expand Mail Options, and select Filters .

Info Center

Preferences

b Privacy

(% Personalization

1% J1ail Options
Auto-Reply
Auto-Forward

'-?E Spam'—otection
n&ﬁxccnuntDelegatiun

(2) Inthe [Filters] page, click the Add Rule 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 Subject Contains Fishing Save the mail to Inbox @ (&
Filter || Add

(3) Inthe [Add Rule] page, select On as the filter status. Then, set the filter options,
conditions, and actions.
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<& Filter Rule

@ 0n Manual Close

SetFilters
Match All '@ Match Any
Subject |Z| Contains E @E]

When meetthe filter rules, let the mails
Move mails to E Inbox E E]E]

Filter Reasons

Filter on Specified Interval

% Cancel

Notes

- 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" (e.g. 100 = 100 bytes; 100k =

100*1024 bytes; 100m = 100*1048576 bytes).

(4) To apply the filter on specified time interval, expand Advanced Settings. Check

the Filter on Specified Interval box and specify the interval.

J| Filter on Specified Interval (GMT+08:00) Asia/Taipei

Daily Weekly Custom

Fraom | Mon |E| ~ To | Mon |E|
From 00[=|: 00[=] ~ To 23[+]: 59 [+]

(5) Click OK when finished.
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10.14  How to Customize Mailbox Information Page?

(1) On the left menu, click Info. Center and then select Mailbox Info.

Iy Drive

Info Center

= pelivery Sta Tk
8 sms
&= pop3
QJ Forum
] e Subscriptions

Mewsletters
R335 Feeds

(2) To change the page layout, use the selection menu in the upper right.

Add Info Box | Wide-thin Layout [~]
Basic Layout
Login Info (]| | Forw| Wide-thin Layout
Stat Thin-wide Layout
2013/04/20 14:32:45 Successful Web Login 10.0.33.40 Mo D Two-column Balanced Layout
2013/04/20 13:44:36 Successful Web Login 10.0.33.40

2013/031016:18:15 Failed Web Login 10.0.33.40 Status| FiItefForward ma”
201310310 16:17:49 Failed Web Login 10.032.40 No Data
All information Filter Setting
Mailbox Usage %]/ | announcement ]
My Drive: 0.97 MB 975 % Mo Announcements.
— Mails: 2.956 MB 20.65 %
o Free Space: 6.06 MB G0.60 % RSS News @@
Total: 0.01MB 100 %
Folders Info @ Click the Edit button to set RSS News
§ source and subscribe to it
Folder Unread | Total | size
Inbox 41 I'Mail(s) G6 /Mailis) 1.11MB
Sent 15 /'Mailis) 31 MMailisy — 0.24 MB

(3) To add a new info. box, click the Add Info. Box button in the upper right of the
page.
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i Add Info Box ]|_Wide-thin Layout [=]
Lagin Infa |x||| Forward Information x|
2013/04/20 14:30-45 Successful Web Login 10.0.33 .40 rﬁ%ﬂ Lo 2
2013/04/20 134436 Successful Web Login 10.0.33.40 autoFarward Settin
2013/03M10 16:18:15 Failed Web Lagin 10.0.33.40 Status| SR n e
2013/0310 16:17:49 Failed Web Login 10.0.33.40 No Data
All infarmation Filter Setting
Mailoox Usage | [ snnouncement 2l
My Dirive: 0.97 MB 9.75 % Mo Announcements.
. Mails: 2,96 MB 29,65 %
o Free Space: 6.06 MB 60.60 % RSS Mews @
Total: 0.01 MB 100 %

To hide an info. box, click the button in the upper right of the box.

Add Info Box | | Wide-thin Layout [=]

Login Info

2013/04/20 14:32:45
20132/04/20 12:44.:36
2013/03/10 16:18:15
2013/0310 16:17:48

Successful Web Login
Successful Web Login
Failed Web Login
Failed Web Login

Mailbox Usage

My Dirive: 0.897 MB
Mails: 296 MB
Free Space: 6.06 MB
Total: 0.01MB

[%]| | Forward Information ]
10,0340 Status| AutoForward Email
10.0.33.40 o Data
e AutoForward Setting
10.0.33.40 Status|  FilterForward Email
10.0.33.40 Mo Data
All information Filter Setfting
|| announcement (2]
975 % Mo Announcements.
29,65 %
60.60 %
RS5 Mews
100 % .@

(4) This page supports the drag-and-drop functionality. You may drag and drop the
info. boxes to your desired positions.
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10.15  How to Manage Schedule Mail?

(1) Select the Folders on the left menu and click Schedule Mails.

Compose

Folders

&8 Inbox (304)

B virtual Folder
2 sent (10/398)
[ Draft (104/165)

I Recycle Bin(12112)

¥ spam (927/927)

B cmailzis2)

& Hotmail(179)

Bﬁéi_lnan

3‘? Manage Folders

# Scheduled Mails

(2) Inthe Schedule Mail setting page, there will list all your schedule mails.

Scheduled Mails

Your scheduled mails are listed below:

Subject | All Recipients Scheduled Time |Edit|Delete
Mail2000 Introduction user02@openfind.com 2012/02114 11:45 [& (X

10.16  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.
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® How to Create Tags?
(1) On the left menu, click preferences, expand Personalization, and select Tags .

Info Center

Preferences

13

..?, Privacy B

=& Personalization
Profile
Shortcuts
Canfiguration
Themes
Signature
Left Menu

=+ Wail Options
Auto-Reply
Auto-Forward

m

Filters

(2) Inthe [Tags] page, click the Add Tag button.

Tag Mame | Edit |Delete
mail2000 @ |z|
mailgates & [
mailbase P 3

Add Tag

(3) Enter the tag term and then click OK.

® How to Delete Tags?
In the [Tags] page, locate the tag you intend to delete and then click the button.

® How to Edit Tags?
In the [Tags] page, locate the tag you intend to edit and then click the £l button.
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Tag Mame | Edit |Delete
mail2000 Fq
mailgates (x|
mailbase 3
Add Tag

® How to Browse All Items Associated with a Tag?
(1) Inthe [Tags] page, click on the name of the tag.

Tag Name | Edit |Delete
r‘r1ai|2[l[£IJ T
mailgat x|
mailbase ]

Add Tag

Or, when previewing/reading a mail/file/sticky note/contact, directly click on the
name of the tag.

#HFrom: user =user@mz2kirial. openfind.com.tw> fa,
Subject: MAIL 2000 User Guide %
Date: Wed, 21 Sep 2011 10:20:29
Tag: mail20Q0 JEdit Ta

Attachment: ., &, IDE. txi( 1k) Show All Attachments-..

Show all items using this tag

A

=

Openfind™ =

Mail2000 Messaging System l\ﬂ

The Best Email Software for the Growing Business —

1\__

(2) All the mails, files, sticky notes, and contacts associated with the tag will be
listed.
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Items Associated with Tag "mail2000"
Mails List
Folders | Subject |From | Date Size
Inbox MAIL 2000 User Guide user02 1109421 10:22 2K
Inbox MAIL 2000 User Guide user02 1109421 10:20 26 K
Inbox MG 3.05P2 Beta Package userl2 11/08/20 13:48 3K
Total Mails Imails /31 K
Back
Contacts
Contacts | Type | Mickname | Mailbox
My Contacts Contact  user07 userl7@openfind.com
Iy Contacts Contact allen allen@openfind.com
Wy Contacts Contact john john@openfind.com
Total Contacts 3 contacts
Back|
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10.17  How to Customize Left Menu?

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

Info Center

Preferences

-] Privacy

=& Personalization
Profile
Shortcuts
Configuration
Themes
Signature
Tags

&8 1ail Opti
@ Spam Protection
n&'AccnumDelegatiun

(2) Add the menu items you wish to display on the left menu and remove those you
wish to hide. To change order of the menu items, use the Move Up and Move
Down buttons.

Left Menu

You can add, remove or alternate order of left menu items here.
"Preference” which includes this setting cannot be removed.

Awailable Items: Selected Items:
Info Center Compose
Folders
<-Remove Contacts Move Up

My Files

Add-= Preferences Move Down

Save

(3) Click OK when finished.
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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.

® FEvents
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.
Notes
Calendar is an optional Mail2000 module. Please contact Openfind for more
information.

TEL: +886 (2) 2553-2000 ext. 888 / EMAIL: sales@openfind.com

This chapter explains:

How to Personalize Your Calendar?

How to Change Calendar View?

How to Add Events?

How to Send Calendar Invitation ?

How to View the Replying Status

How to Use Public Calendar?

How to Export or Import Calendar?

How to Use Someone’s Shared Calendar?
How to Subscribe to External Calendars?
How to Use Meeting Schedule?

How to Publish Your Calendars via Web?
How to Synchronize Mobile Phone with Calendar?
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® Complete Synchronize Settings Via QR Code.
® How to Read/ Synchronize Mail2000 Calendar with Other Platform?
® How to Add/Edit/Delete Todo Tasks?
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How to Personalize Your Calendar?

® How to Use Mail2000 Calendar?

(1) Click the T button on the shortcuts to go into calendar page.

2012/04/05 15:21:21

Login Log
Log Type: |AII Login Log E'
Date | Description | P
2012/04/05 17:01:53 Successful Web Login 10.0.99.21

Successful Web Login

122.116.190.172

2012/04/05 134314 Successful Web Login 10.0.99.21
2012/04/05 09:05:17 Successful Web Login 10.0.99.21
2012/04/04 19:56:01 Successful Web Login 1.162.221.240
(2) The Mail2000 Calendar preview:
[T Juseroor  [EZEZEG (weeting Schedue ] [ Reply Status ] ( Personal sefings ]
o (Novems[J202 [] o | L1
Mon Tue Wed Thu Fri Sat Sun @ 2012/11/05 - 201211111 @ [ & |[ Today | [ Day Month | | Perpetual Calendar | [ Print |

[ sl sll_7][ 8| o[zo] 11]

12 13 14 15 16 17 18 Dy
19 20 21 22 23 24 25 08:00
26 27 28 29 30

~ 09:00
Ej 4 My calendars B 10:00

Qj 4 Someone’s shared "
12:00

User002 |

Qj 4 Public calendars

&

m

13:00
14:00

15:00 |

® Calendar User Interface Layout
(1) Mini Calendar:

B 1030~ PMVM.. R |

YN | |

Pres... ‘

15:30~
Com...

= 12 10:30~12:3(
| ResearchTe...

|
< 16:00~18
Research ...

H 2 3 4
| 1105(Won)  1106(Tue)  11/07(Wed)  1108(Thu) IO  A1M0(Sa)  1U(Sun)

J»

m
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)

(3)

(4)

Displays a mini calendar of the current month. Users can hide and display the
mini calendar by click the =] putton.

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 public to specific
groups.

Add/Import/Export/Publish Calendar(s): Users can add/import/export/publish

calendar(s) by click the Q} Q g button in the left down

corner.
Main Calendar Content: Main calendar content, all calendar events will display
in this area.

Toolbar: In the upper side of the calendar layout. The toolbar function includes
Calendar, Meeting Schedule, Replay Status, Personal Settings and Todo Task
settings.

How to Personalize Your Calendar?
(1) Click the Personal Setting button on the toolbar to go to the calendar setting

page.

alendar [ Meeting Schedule ” Reply Status .[ Personal Settings ]

Eadm
| Novemb E] 2012 E]

Mon Tue Wed Thu Fri Sat Sun | (&) 2012/11/05-2012/11/11 ’—}) B

e

| B
5| 6] 7j_ 8| 9] 10 11
12 13 14 15 16 17 18

19 20 21 22 23 24 25 08:00
26 27 28 29 30
> 09:00
éjl 4 My calcadars I 10:00 HODOE00I = 1100
v User004q-3p~- PMVM_.. R..
V : Pres...

1

m
pou §
Ty
o
o

(2) Inthe setting page, users can change calendar settings to personalize
calendar environment.
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Calendar Setting
Default display )
Week starts on Monday E
Day view period 8:00 [+]-23:00[+]
Display Holidays Taiwan holidays E]

Lunar calendar

Meeting Schedule

Main scheduling calendar| ;#9538 B

Privacy Status Publish all E]
_OK ][ Cancel |

B Default display: Select the default display method for the your calendar
(Daily/Weekly/Monthly/Yearly).

B Week starts on: Specify the weekly start day for weekly calendar.

B Day view period: Specify the daily start and end times for daily
calendar

B Display Holidays: Display Taiwan’s holiday.

B Lunar calendar: Display lunar calendar.

B Main scheduling calendar: Select a calendar as the main scheduling
calendar for Meeting Schedule.

B Privacy Status:
» Not publish: Not publish privacy status.
» Publish the status: Viewers can know the period is occupied only.
» Publish all: Viewers can read the details of this event.

(3) Click OK to save your calendar setting.

11.2  How to Change Calendar View?
Mail2000 provides five different calendar views to users (refresh/today/ day/

week/ month/ perpetual), users can change which view is displayed when
calendar is opened by click the

o Today Day MRS Month Perpetual Calendar Print

button on the upper
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right of the window.
B Refresh
To ensure latest calendar information, click Refresh button.
H  Today View
Display today’s calendar.
B Week View
Display weekly calendar.
B Monthly View
Display monthly calendar.
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 2012 This year [ZI
1 2 3 4 5 ] 1 2 3 4 1 2 1 2 3 4 5 6
8 9 10 1 12 13 14 5 6 7 8 9 0 M 4 5 6 7 8 9 10 8 9 10 1 12 13 14
15 16 17 18 19 20 21 12 13 14 15 16 17 18 " 12 13 14 15 168 17 15 18 17 18 19 20 21
22 23 24 25 26 27 28 19 20 21 22 23 24 25 18 19 20 21 22 23 24 22 23 24 25 26 27 28
29 30 kal 26 27 28 29 25 26 27 28 29 30 29 30
1 2 3 4 5 1 2 1 2 3 4 5 6 1 2 3 4
6 7 8 ] 0 11 12 3 4 5 6 7 8 9 8 9 10 1 12 13 14 5 6 7 8 9 0 M
1 14 15 16 17 18 19 10 " 12 13 14 15 18 15 16 17 18 19 20 21 12 13 14 15 16 17 18
20 21 22 23 24 25 26 7 18 19 20 21 22 23 22 23 24 25 26 27 28 19 20 21 22 23 24 25
2 28 29 30 3 24 25 26 27 28 29 0 29 30 31 26 27 28 29 el |
1 1
2 3 4 5 ] 7 8 1 2 3 4 5 6 1 2 2 3 4 5 6 7 8
9 10 1 12 13 14 15 7 g 9 10 112 13 4 5 8 7 8 9 10 9 10 1" 12 13 14 15
16 17 18 19 20 21 22 14 15 16 17 18 19 20 " 12 13 14 15 168 1 16 17 18 19 20 21 22
23 24 25 26 27 28 29 21 22 23 24 25 28 27 18 19 20 21 22 23 24 23 24 25 26 27 28 29
30 28 29 30 3 25 26 27 28 29 30 30 k3

H  Print
To print currently readed calendar view, click Print button.

® Calendar Visibility
On the calendar left menu, you can decide which calendar to be displayed in the

i
calendar content. Click the button, and the icon will turn to C':i' that

means the calendar has already displayed in the calendar content.

i
-ij' : Displayed Calendar -
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: Hidden Calendar

4 Puyblic calendars
Y emeess |
AR EHE
FIEEEIEE

TR R

We also provide users with changing the visibility of batched calendars.

i
Users just need to click ij or icon on the first layer, and it’ll

change the visibility of next layer’s calendars.

»

@J 4 Wy calendars 1

\jl My Calendar

@j My Calendar2

| > Subscribe Calendar

E

D> Someone's shared

03

m

4 Public calendars

EHHERE
RREERE
PBEERE
FIEEEEE =
Lesenz >

Or you can mouse over on the calendar you want to watch, and the calendar will
be displayed on the calendar content area.
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Sun Mon Tue Wed Thu Fri Sat 2012/0417 Today Week Month Perpetual Calenda)
| 2 2 4 5|8 7 04117(Tue)
8 9 10 11 12 13 14
15 18| 17| 18 19 20 =21 AllDay
22 .23 24 25 26 27 28 07:00
29 30
-_— 08:00
4 My calendars 09:00
i
&4/ my calendar |
di" Y o 10:00 = 10:00~12:00
m}-‘calendarJ PM Weekly Meeting
[ Someone's shared
11:00
4 Public calendars
. 12:00
Y mmwens |
FEEEEE 1300
i
c-j| LGRS 1400
FiBIREEE
. : 15:00
.;_-j LiEsdiEs
TiEigEiEE 16:00

11.3 How to Add Events?

(1) Inthe calendar page, locate the date you want to add event and click directly to
go to the new event page.
(2) Inthe new event page, you can set event, attendee, repeat and other settings.
B Event
€ Target: Select the calendar belong to which calendar.
€ Subject: To set the event’s subject.
€ Time: To set the start tome and the end time. Or you can select All Day
to make the event as an all-day event.
€ Location: To set the location of the event.
€ Content: To set the description of the event.

Openfind Information Technology, Inc.



openﬁnd.. Software Engineered for Growth

Openfind™

Messaging System
x]
Event Attendee Repeat Other

Target | my calendar B

- 2012/0417 08:30 |Z| ~ 2012/04/17 09:00 |Z|

ime:

[C] Al Day

Subject |

Location: |

Caontent:

| Dk || Cancel |

Notes: You can also use the mouse to adjust the calendar editor range

when you're adding events.

Other

Event Attendee Repeat
Target: HATEE
) 2014/08/02 09:30 v | ~|2014/08/02
Time:
All Day

17:00

Subject  [Openfind Meeting

Location: [Openfind

Dear E,

Flease prepare the repo
15:00.

Best regards,
Your Boss
Content:

rt of opponents and we have a meeting at

.

B Attendee

When entering attendee or Optl. attendees, type few characters will display

a list that matched(auto-complete).
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x|
Event Attendee | Repeat Other
[A) Attendee | : il | | Add
Jome= NN T |
Jitogf m ome o et coaan

[d) Optl. attendee | :

o chaar b e

Jogv. -pmem L SRSl
Jemry -r=rt TmE L e
Jeodem. =, ==uy  Cespe

Add

Jogfy o colmae T .
Jomr Sttt T Sl
Jam~d = et g -l

Jefre, ek

€ Attendee :

Enter 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 and the attendee will be
deleted.

With the function that calendar integrated with contacts, you can

click the button | 81 Attendee | anq select attendee directly from
contacts.

&Address Books
(8 contacts
Bamc

¥, Addtoattendee *  Tools ¥ Switchto v
P au Wobile 1
Bramm= s E 0 LEESEEr TIETEE TR
(B Listan L L BT a o e ed ey

- [@ virual Directory PO == e ol oa W
i Wl FoE™= "

30

343
)
ol
i g
o

P
¥

£
=
%
!

343
‘a
e
-

P
¥

3
>
-
u
it
L |

P
¥

£
m
Ed

1

el
= U m
b

s 2
rI'I

L
ERIER S I

v
¥
&
3t

]

If you want to change the attendee to Optl. attendee, click the
account name and click Add to Optl. attendee button, then the
attendee will change to Optl. attendee.
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R
Event Attendee Repeat Other
|4 Attendee | : Add
Licheng

Add to Optl. attendee

|8) Optl. attendee | : Add

Send invitation (Send invitation or update information to all attendees.)

€ Optl. attendees :

B Optional attendee means the attendee can choose whether to
attend this event. 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. attendees will be deleted.

B With the function that calendar integrated with contacts, you can

click the button | 181 Optl- sttendee | a4 select Optl. attendees
directly from contacts.

Badarass Books
[By contacts
®'&EE“: tMName FirstName | Email Mobile 1
& LARE- o os i sy BZ 03 TETT e ol
(& Listan N B BT BN (R L b=l T iy B
{81 virual Directory Pal e 2 oris loTopsnl—sies b=
O sis Fay sEEr la Foperf-oeon s
0 ome Zt UHCEIEEERL LTS DA
S o= E-Ary iz Bei@zze-Tid inoe
ar He= =re heig=Zoperf-dazn
2 ne F 1zl haraee rd oo
D oam- .o 372z huangdcos~ivd cantw
8 e By a°z wndanZooerioz e
as. ol o] § 1zan
L P #EQR am= rofZopar oMW
o i B b aFeperf-desn W
oK g = sy irsgaaz—iudoaron

B 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.
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A
Event Attendee Repeat Other
|£) Attendee | : Add
| &) Optl. attendee | : Add
Licheng
Add to attendee

Send invitation (Send invitation or update information to all attendees.)

€ Send Invitation: If you want to send invitation to your attendees and
optl. attendees, please click the check box in front of Send invitation.

e
Event Attendee Repeat Other
[4) Attendee |+ Add
Licheng
[4) Optl. attendee | : Add

¥| Send invitation (Send invitation or update information to all attendees.) I
| — I — |

T L.-n:illLEI

B Repeat
€ Repeat: Select the repeat pattern of this event. You can choose Not
repeat, Daily Repeat, Weekly Repeat or Yearly Repeat.
€ On: If you choose weekly or monthly repeat, you can select the event
to repeat on certain weekday.
€ Starts on: The start date of the event.
€ Ends: The end date of the event.
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®
Event Attendee ‘ Repeat | Other
Repeat: Weekly |z|
Repeat every |1 weeks

O Monday O Saturday

M Tuesday  [sunday
on [CIwednesday

DThursda\,r

[ Friday

Starts on: 2012417

Ends: @ pever

) Repeat |10 OCCUMMences

0 on | 2013/04/17

[C| send invitation (Send invitation or update information to all attendees )

®  Other
€ Time Zone: Select the time zone.
€ Reminders : Set the reminder for the event, which will sent to you via
email or Smartphone (not SMS) and Browser Reminders.

Event Attendee Repeat Other

Time zone: | (GMT+08:00) Asia/Taipei B

[ Smartphone(not SMS) and Browser Reminders

Reminders: — _ .
I__JEmail reminders

| OK |\ Cancel |

(3) Click OK when finished.

® How to Edit/Delete Events?
To edit or delete events, please click the event directly, and click Edit or Delete
button to edit or delete the events.
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®
Subject PM Weekly Meeting
Starting and ending time 10/30 09:30-12:00
e — ¥ More
Edit |

® How to Edit/Delete Repeated Events?
To edit or delete repeated events, please click the event directly, and click Edit or
Delete button to edit or delete the events. And you can select the option as
follows.
» Only this event: Other events in the series will remain unchanged.
» Following Events: This event and other following events will be modified.

All changes will be lost.

» All Events: Change all of the events in the series.

“

Other events in the series will remain
unchanged.

This event and other following events
[ Following Events J will be modified. All changes will be
lost.

All Events Change all of the events in the series.

[ Only this event ]

11.4 How to Add Calendar from Mails?

(1) When previewing/reading a mail, there is a T pullet next to the subject. You
may click the bullet to add calendar from mails.

(2) Inthe new event page, you can see the calendar information: Target, Time,
Subject, Location and Content.
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Create event to calendar ]
Target: FHHHTERE v
2014/08/1 14:40 v | ~|2014/08/01 15:10 v
Time:
All Day
Subject EXEHaN
Location: [
Dear Licheng,

= HER TIEH B IR
Ab Emma BHE{ELEF -

EtbFEE R RE Erma RISIE -

PSS HIEH =R -

FREfRIEAE Mail2000 calendar 2.0 SP1

EERE web L

AEE| Marketing -» PM -»> Product —»> MailZ000
hEEEETEARE

itFEE| FRD iREH -

ESLHE * B mail.office MIRNDEIGAIEESHRIFEAEE -
ERERE Skvee #&f

TR o

Content:

-

Characters 257 / 4096

Reminder me

| oK || Cancel H Edit more

€ Target: Select the calendar belong to which calendar. (Only list the
calendar that you can edit.)

€ Subject: To set the event’s subject.

€ Time: To set the start tome and the end time. Or you can select All Day
to make the event as an all-day event.

€ Location: To set the location of the event.

€ Content: To set the description of the event.
> Plain Text.
»  Maximum Character is 4096.

® Mini Features

Characters 257

B There is a function display the current characters 9] i the

lower right corner of content.

B Reminders : You can select Reminder Me to set the reminder
for the event, which will sent to you via email or Smartphone (not SMS)
and Browser Reminders.

B You can click the button, move this event to calendar for more

detailed editing.
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115 How to Send Calendar Invitation ?

(1) If you want to send calendar invitation, please click the Send invitation when
adding new event. If you enable this function, 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.

b
Event Attendes Repeat Other
[} Attendee | : Add
Licheng
Add

[ Optl. attendee | :

¥| Send invitation (Send invitation or update information to all attendees.) I
| (] |

L) uGIILEI

(2) The invitation email content
® \When receiving the invitation email, you can click Add to Calendar to add

this event to your calendar.
® You can choose Attend this meeting? Yes/Yes, and add to my
calendar/Maybe/No , to reply the invitor whether to attend this event.
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Meeting

Date 2012/11/01 10:00:00{Asia/Taipei) ~ 2012/11/01 12:00:00(Asia/Taipei)

Calendar Invitor
jeffrey@m2ktrial.openfind.com.tw
Attendee
pm@ma2ktrial_openfind.com.tw,
Location Office

Content

Attend this meeting? Yes| - Yes, and add to my calendar | - Maybe] - No

@B Meeting | [ WAGTEE
EI#§:2012/11/01
§3%Rg:10:00-12: 00
Bk Office

11.6  How to View the Replying Status ?

Mail2000 offers you to view all replies by attendees and optl. attendees.

(1) Inthe calendar page and click Reply Status in the upper left of the page.

Wednesday

| 1 |adm " [ Meeting Schedule I[ Reply Status ] ‘Personal Settings ]
| Novemb E] 2012 El g [ My Calendar
Mon Tue Wed Thu Fri Sat Sun /\ 201211 /:/
1 2 3 4 Monday Tuesday
5 6] 78| 9j[10] 11
12| 13 14(| 15|/16| 17| 18
19| 20| 21| 22| 23| 24| 25
26| 27 28| 29|30 : -
= = ]
-
," \:
@' 4 My calendars |
Aot "
(g_}l Iy Calendar ‘ 12 13
(=]

(2) Inthe reply status page, you can see the reply status of every event. Beside, you

can click the event and watch the replies by every attendees.
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e - RERE: 1A, £50: 0 A
2011/11/12 13:00 ~ 2011/1112 17:00 MEEE@OK TR 0 A EE O A
00 ~ . = FEIRE: 2 A, €m0 A
2011/11/09 15:00 ~ 2011/11/09 17:30 M2K #RHRI TS B TR 0 A R O A
user001@megatest openfind.com.tw: user002@megatest openfind.com.tw:
Sz *EE
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11.7 How to Use Public Calendar?

Mail2000 system offers public calendar for administrator to arrange resources or
announce public events.

1 |adm W[ Meeting Schedule ” Reply Status ” Personal Settings ]
| @ [Novemb[z]2012 [+] @ | /1 My Calendar
Mon Tue Wed Thu Fri Sat Sun | (&) 2012111/05-2012111111 () [ & | [ 7oday || pay ETZZEN wonth | [ Perpetual Calendar | [ Print |
B 2 o 11/05(Mon) 11/06(Tue) 11/07(Wed) 11/08(Thu) 11/09(Fri) 11/10(Sat) 11/11(Sun)
s|[ 6] 7| s o] 10] 11
= = All Day
12 13 14 15 16 17 18
19 20 21 22 23 24 25 08:00 B
26 27 28 29 30
< 09:00
@ 4 My calendars (7 10:00 =21 11000 & 10:00~12:0(
Ay userdd 1g3p.- PMVM.. R.. M2KWeeKly.. & 4g:a0<92:3(
@I Iy Calendar 11:00 Pres... ResearchTe... =
. J
gej 4 Someone's shared -
QJ |3 12:00
1 |=
£8) iPoaToucn (&R
13:00
@' 4 Public calendars 13:30~ .
e ‘ 14:00 & 1400~17 Reg
ig/ EHHSES [ WS .. P & M2K ... Kappa |
(&) mrzenz || e soee | |
"d =—— S.. 15:30~ MB Weekly ...
> SR 1600 | B0 Com... 16:01 [ 161 < 16:00~18
e R 963 M. & .. MBWeionlin. | Research .
@ Q Q @ 17:00 |Work- G \ | AT -

® How to Add New Events on Public Calendar?
(1) Click the public calendar which you want to add events on.

Novemb [+] 2012 [+]

Mon Tue Wed Thu Fri Sat Sun

012111105 - 2012111111 () | & | [ Todd

B 2 3 4
5[ 6| 7|[ s of10] 11
12 13 14 15 16 17 18

11/05(Mon) 11006(Tue)  11/07(Wed)|
All Day

19 20 2% 522 23 224 | 25 08:00
26 27 28 29 30
. — 4 09:00
4 - '
@ 4 My calendars 10:00 21 110:00 & 10:00~12:(

10:30~11:30 PMVM... R... |[M2KWeekly.
11-00 Presales Me...

i
@ My Calendar

)
N .
ﬁ Someone's shared

12:00
[
igj‘ iPod Touch & I
/ 13:.00
{‘:ﬁj 4 Public calendars . : B
‘ i = 14:00 < 14:00~17 L qicHd -
: 'I'gm Lt I PI & M2K ...
'\j EEEERE [ 15:00 & 150
- Sala

(2) Inthe calendar content area, locate the date you want to add event and click
directly to go to the new event page. In the new event page, you can set
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event, attendee, repeat and other settings.

H Event
€ Target: Select the calendar belong to which calendar.
€ Subject: To set the event’s subject.
€ Time: To set the start tome and the end time. Or you can select All Day
to make the event as an all day event.
€ Location: To set the location of the event.
€ Content: To set the description of the event.
%1
Event Attendee Repeat Other
Target: | my calendar El
. 2012/04117 || 08:30 |»| ~|2012/04/17 | 09:00 |~ |
Irme:
All Day
Subject |
Location: |
Content:
| Dk || Cancel |
B Attendee

€ Attendee : Enter 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 and the attendee will be deleted.

Optl. attendees : Optional attendee means the attendee can choose
whether to attend this event. 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. 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.
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b
Event Attendee Repeat Other
[A) Attendee | : | Add |
Licheng
[4) Optl. attendee | : | Add |

Send invitation (Send invitation or update information to all attendees )
| )24 || Cancel

B Repeat
€ Repeat: Select the repeat pattern of this event. You can choose Not
repeat, Daily Repeat, Weekly Repeat or Yearly Repeat.
€ On: If you choose weekly or monthly repeat, you can select the event
to repeat on certain weekday.
€ Starts on: The start date of the event.
€ Ends: The end date of the event.
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®

[" | send invitation (Send invitation or update information to all attendees.)

Event Aftendee Repeat Other
Repeat: Weekly |Z|
Repeat every |1 weeks
|:|ru1nnday DSaturday
Tuesday DSunday
Cn [CIwednesday
DThursday
|:|Fridayr
Starts on: 2012/4M7
Ends: @ Never
0 Repeat |10 OCCUMTences

) on | 2013/04/17

| Ok || Cancel |

H Other

€ Time Zone: Select the time zone.
€ Reminders : Set the reminder for the event, which will sent to you via

email or Smartphone (not SMS) and Browser Reminders.

L

Event Attendee Repeat Other
Time zone: | (GMT+08:00) Asia/Taipei
Bomiadors: L Smartphone(not SMS) and Browser Reminders
("1 Email reminders
| oK || cancel |

[=]

(4) Click OK when finished.
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11.8  How to Export or Import the Calendar?

(1) Click the & button on the left down corner. And in the [File Download]

window, click Save to export the calendar.

—A2  [f]zo1z [5] [ @ATEE
B - = =m 5 »|(f@===e - » 0 =
2 3 4 s & 7 T ——
| EE » v |+ || E==E yel |
8 9 10 11 12 13 14 SeL EIE

15 16 17 18 19 20 21 HeEE v HEEMNR = - @

22 23 24 25 326 27 328 e = =

29 30 31 X EHEE

e . Dropbox ) |
- B THE = I { 3
4 @ATTPE i m =T bk | N
. = ErnuE | Nork - = -
@I B TEE Work - {28 export ics
4 EATEE = REE b
EfEd K r. g { é l
_ - [ :

4 RARTEE i iﬁ; i £ s,.|- ,.|- i
wFEEsE sE2EN) -
FEEEHE ZEEIM): | WinRAR ZIP E£28 -
HImEEEE

- FE(9) b
HEEBEE [EEERER [ J | |
tEgas / e e e
5 5 = 17:00
b GEl~

(2) Click the Q 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.

T

() mmnens e

T g = 14:30~17:30
15:00 PM & M2K Weekly Meeting

&

EE e Import IC SIZIP file (%

ICSIZIP file: SR
’ Import

. k& [V

20:00 20:00 - No Subject

21.00

B Gk 7
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119 How to Use Someone’s Shared Calendar?

Someone’s shared calendar can help users to share their own calendar to others, and
allow other user to edit and watch their 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.

T, — [ UgTuu

=
(é‘ﬁ' 4 My calendars Preferences N
=/} M

o -
@JI My Calendar Share with... ]
Cal URL ]

bt
| ‘ '
@ Someone's shared

i'ij iPod Touch (&R

ol

@ 4 Public calendars [ 00N | !
Y wmmens L
() mmmens \ —
o |

16:00

(2) Enter the Shared accounts and select the privilege setting, and click the Add
button to add shared account. Users can select Read Only, Editable or Edit
Their Own Created Event in the 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 their own created event.
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~

®

Shared Calendar - My Calendar

Shared accounts:
Privilege Settings: () Read only @ Editable ) Edit their own created event

Add

pm@m2ktrial.openfind.comtw |  Read Only @ Editadle © Edittheirown | [

created event.

| OK || cancel

(3) Click OK when finished, and your calendar will appear in shared account’s

Someone’s shared calendar.

® How to Read and Edit others Calendar?
When someone shares you with their calendar, their calendar will appear in your
Someone’s shared calendar list. Click the calendar they shared to you, and you
can start to read or edit the calendar.

= UgUU
@ 4 My calendars 10:00
My Calendar

ng = 11:00
‘A
o A '
@ Someone's shared 7S

(ijj I Company Calendar

13:00

11.10 How to Subscribe to External Calendars?

User can subscribe to external calendars via iCalendar URL.

(1) Click the @ button on the left down corner.
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October[v] 2012 [+] /'l My Calendar

Mon Tue Wed Thu Fri Sat Sun | (€©) 201211029-20121104 () [ ¢ | [ Today | [ pay TSN wontn | [ Pemetual Calendar | [ Print

21 2 - O ) - 10/29(Mon) 10/30(Tue)  10/31(Wed) 11/01(Thu) 11/02(Fri) 11/03(Sat) 11/04(Sun)
8 o 10 11 12 13 14

15 16 17 18 19 20 21
22 23 24 25 26 27 28 08:00 -

29| 30| 31
- Add calendar @

4 WMy calendars il

i | -
/| My Calendar Personal Subscribe
@I y ‘ 1
[

Name:

All Day

&

m

£33 4 Someone's shared
& il

5 - A
Kg] iPod Touch %A ‘ s

4 < Lol

‘g) 4 Ppublic calendars i Cancel

L

(2) Inthe Subscribe tab, enter the Name and iCal URL.
(3) Click OK when finished.

- e
@ 4 My calendars 10:00
‘
' My Calendar |
@J 11:00
i [
o4/ 4 Subscribe Calendar
ng 12:00
]
@ From Google |
: 13:00

11.11 How to Use Meeting Schedule?

When the meeting inviter plans a meeting, he/she needs to know attendees’ schedule.
The meeting inviter can view attendees’ schedule via Meeting Schedule.

® Main screen introduction
Meeting Schedule can partition to three areas as follows:
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adm | calendar | ([EEIFEEIEIT | Reply Status | [ Personal setiings | [ Task @ |

"I Check canflict events

(1) Meeting Content: Users can select meeting sources for Meeting Schedule,
including calendar, attendees, optl. attendees and events.

(2) Meeting Schedule: Users can arrange a meeting via viewing the source
occupancy.

(3) Button: Users can use Check Conflict Events to check for schedule
conflicts. Or users can save, reset or cancel this Meeting Schedule.

® How to use meeting schedule?
If you want to book many attendees or sources, you can achieve your needs via
Meeting Schedule. 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. Users can set My
Calendars and Public Calendars.
B My Calendars: Select one of My Calendars as the main scheduling
calendar for Meeting Schedule.
B Public Calendars: Select the resources from the list of Public
Calendars, e.g. projector, notebook, meeting room. Users can view the
occupancy of the selecting sources of Public Calendars.
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adm ' Calendar l

| Reply status | [ Personal Settings |

Meeting Content

Meeting Schedule

Calendar [Attendee [Event info. ‘

@) 20121105-2012111111 ()

lue

My calendars

My Calendar E]
Public calendars
v EHEEEs
(V] v
V| = ivEhE2
VIR EEE
[ bewass
[CT&maRs

11/05(Mon)  11/06(Tue)
All Day

08:00

11/07(Wed)

12:00

13:00

§

1400 |8

ck conflict events

‘ Reset || Cancel

15:00 ‘

00 {60

11/08(Thu)

(2) Click the Attendee tab of Meeting Content area. Enter emails to invite
attendees and optl. attendees. Users can check schedule status of invitee
directly, when invitee set Privacy Status to Publish The Status or Publish
All in the Personal Settings page.

pm Calendar

Meeting Schedule J [ Reply Status ][ Personal Settings ][ Admin. Settings ]

Meeting Content

Meeting Schedule

Check conflict events [7] Send invitation

I Reset ’ Cancel ’

user003

17:00|

18:00|

Calendar [Anendee [Eventinfo. | @ 2012/11/05 - 2012/11/11 @ ¢ || Today |
11/05(Mon 11/06(Tue) _11/07(Wed) _ 11/08(Thu) 11/09(Fri)
Attendee(s) '
All Day
\ d| !
08:00
I user001@ma2ktrial.openfind.com.tw X
Iuser002@m2ktria|.openﬁnd.com.tw X 09:00]
10:00 10:00~12:00
user003
11:00
- d 12:00
Optl. attendee(s) ¥ Display status W
)| 13:.00|
user003@mz2ktrial.openfind.com.tw b 4 T
14:00 [[ESEE
1, o
15:00 user0 /
7
16:00 16:00~17:30

19:00

(3) Click the Event Info. tab of Meeting Content area. Users can edit the
event information, including Subject, Location, Content and Reminders.
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Meeting Content

Calendar | Attendee | Eventinfo.

Subject
Group Meeting
Location
Meeting Room

Content

Annual Plan

(l

Reminders

[ smartphone(not SMS) + Browser Notification
I Email Notification

| Reset H Cancel l

(4) Inthe Meeting Schedule area, users can drag-and-drop or click the date
you want to arrange a meeting directly, and it’ll go to the modify page. In
the modify page, users can modify the Time, Time zone or Repeat.

b 4
. 2012/11/05 13:30 [ | ~ 2012/11/05 15:30 [ = |
Time: e
(| All Day
Time zone: | (GMT+08:00) Asia/Taipei v

Repeat: Not repeat E]
iiﬁil réancel |

(5) Inthe Button area, whether users can check Check Conflict Events and
Send Invitation or not. Finally, users can select Save, Reset or Cancel.

B Check Conflict Events: If you want to check the conflict events, please
click the check box in front of Check Conflict Events.
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‘v & 117 m2ktrial.openfind.com.tw B‘Jﬁﬁ%ﬁ - M1

Please check the conflict events; then complete this
agenda.

B Send Invitation: If you want to send invitation to your attendees and
optl. attendees, please click the check box in front of Send Invitation.
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11.12 How to Publish Your Calendars Via Web?

® How to publish one calendar by generating HTML Calendar URL?
(1) Inthe calendar page, click the calendar you want to publish, and click Edit
button. And then click Cal URL.

L)
FeYy 4 wycal , 5
@J y calendars vy
i
@ My Calendar o Preferences ‘
Share with... |
i — ]
(:j) 4 Someone's shared [:d't] oI tIRE I

|
\
|
|
\
(,glj Company Calendar T f f f f f ‘
|
\
|
\
|
\

égj [> Public calendars
.
=
TR

(2) Select the Publish type.

Type: ) Synchronize © Publish

(3) Set the privilege of calendar Privacy Settings:

Status Behavior
Not publish No one can subscribe your calendar via this URL.
Show status only Other users only can check your status, either busy or free, after they

subscribe your calendar via this URL.

Publish all Other users can check the detailed information of your schedule after they

subscribe your calendar via this URL.

Privacy Settings: Not publish n Save |

e Dpo ol (s €2 Show status only [r
| Publish all {

I httne: //mktri AT OSENT TR A T/ rod —
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(4) After select the HTML type of this calendar URL, it’1l automatically
generate the corresponding calendar URL and QR Code. Users can easily
publish your calendar by sharing the calendar URL or QR Code.

®

Type: ' Synchronize @ Publish

Privacy Settings:  Publish all B | Save

The type of this calendar URL:  HTNL E

http://m2ktrial.openfind.com.tw/cgi-
bin/cal/cal publish?
token=DcGlAbTJrdHIpYWwub3BlbmZpbmQu¥29tLnR3JJE
£3D

Please enter this URL into your browser to read the content
directly.

QR Code:

® How to publish many calendars by generating HTML Calendar URL?

co)

(1) Click the = putton on the left down corner.

G G 8l

(2) Inthe Publish Calendars page, select one or more calendars that you want
to publish.
Notes: Users must set the Privacy Settings to Show Status Only or
Publish Al.
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Publish Calendar

(%]

Already generated calendar URL

Choose a personal calendar to publish

Iy Calendar V| My Calendar2

| Generate URL H Cancel |

(3) After click Generate URL button, it’ll generate the corresponding calendar

URL. Users can easily publish many calendars by sharing the calendar
URL.

Publish Calendar

(%]

Already generated calendar URL

https://pm.m2k.openfind.com.tw/cgi-bin/cal/cal publish?
token=UamVmZnJdleV9jaGFuQGOwZWSmaWSkLmNvbS50dyYXLDQ$3D

lendarto pubdlish

00se aperscna

[V My calendar V| My Calendar2

Generate URL l[rCancel l
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11.13 How to Synchronize Mobile Phone with Calendar?

Before synchronizing, please get the corresponding calendar URL or QR Code first.
® How to get the corresponding calendar URL or QR Code?
(1) Inthe calendar page, click the calendar you want to publish, and click Edit
button. And than click Cal URL

L)
i | A N - =
@J My calendars ®
L)
@J' My Calendar (:.I Preferences ‘
Share with... |
&' 4 Someone's shared | Edit )
O Cal URL |
oty
@J Company Calendar | T | T ! i ]

ot .
@ [> Public calendars

(2) Select the Synchronize type..

{ Type: @ Synchronize ) Publish \

(3) There are two kinds of calendar types that you can generate, CalDAV and
CalDAV (iOS). Please select CalDAV (i0S) on iOS devices. After users set

your settings, it’ll automatically generate the corresponding calendar URL
and QR Code.
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~ N

Type: @ Synchronize ( Publis
The type of this calendar URL

CalDAV v
CalDAV (i0S)

http://pm.m2k.openfind.
bin/cal/caldav/calendar
d.com.tw/default

=spenfin

Please enter this URL to the relative position of CalDAV-
supporting software; e.g. Thunderbird.

QR Code:

® How to synchronize mobile phone with calendar?
Users can easily finish the settings via QR Code Scanner or setting in just three
steps:
(1) Go into the Settings/Mail,Contacts,Calendars/Add
Accounts.../Other/Add CalDAV Account
(2) Enter the account information and click Next to finish the settings.
B Server: CalDAV (i0OS) URL
B User Name : Email account
B Password: The password of your email account.
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all. FEEZ(F 3G

@& O 70% =

Cancel

CalDAV

Next

Server

Password

https://pm.m2k.openfind....

User Name adm@pm.m2k.openfind.c...

Description https:/pm.m2k.openfind....

A

ajwie|r|T|v]u|1]ofP
Als|D|F|G|H]|J]K]L]

liz|x|c|v]e|njmil]

return

(3) After the verification, you can see the calendar in your mobile phone.
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11.14 Complete Synchronization Settings Via QR Code.
You can scan the QR code of calendar to complete synchronization settings.
11.13.1 iOS.

10S devices can automatically complete synchronization settings via scanning
QR Code.
Notes: We are currently only available in iOS series devices for use QR Code.

(1) You can search and download the free QR Code Application on iTunes, or
use the link below to download the free application.
QR Code Scanner

(2) Install the Scan application, and open it.

Settings FunV10

(3) After you enter the Scan App., aim the camera lens at the QR Code.

Openfind Information Technology, Inc.
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¢

(4) Select Open in Safari.

This request doesn't seem to be
loading correctly.

Reason: Frame load interrupted
URL:
http://m2ktrial.openfind.com.tw/c
gi-bin/cal/ios_profile?
user=pm@m2ktrial.openfind.com.t

Try Again

VS S —
Open in Safari

Cancel

(5) Install Profile.
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No SIM & 14:31 25% |

cancet Install Profile

pm@m2ktrial.openf...
Openfind

—

Description Mail2000 1735 /& CalDAV H &)
AR EHAE

Received 2012/8/24
Contains CalDAV Account

More Details >

(6) Enter Password.

cancel  Enter Password

server
“pm@m2ktrial.opeafi

[ " o]

Requested by the “pm@m2ktrial.openfind.com.tw”
profile

ajwjefr|T|v]u]1]o]r
Als|o|Flafu]yfKfL

[V [ [N
o I

(7) After you open your Calender, you can start to synchronize it.
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@Mail2000 & Clock

DT PN

e DY

Settings FunV10

Aok L

Phone Camera

iTunes

Il

Scan

i

Safari

App Store », |

15:56

41% =

< 20124%8H >
M8 m-  m-  m= am  mz  a&x
29(30/31 |1 | 2 | 3 |4
5$ 6 7 8 |9 10|11
12 13 14 15 16 17 18
19 20 21 22 23 25
26 27 28 29 30 31 1
© 1000 PM Daily Meeting
© 1330 Weekly Meeting

Music

List

Day

Month
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11.15 How to Read or Synchronize Calendar with other Platform?

Mail2000 system support Outlook calendar, Google calendar and Thunderbird
calendar. You can reference the settings below:

Environment Protocol Type Dataflow
Outlook iCalendar Publish One way, read only
Google iCalendar Publish One way, read only
Thunderbird CalDAV Synchronize Two way

®

Type: @ Synchronize ' Publish

[=]

http://pm.m2k.openfind.com.tw/cgi-
bin/cal/caldav/calendars/pm¥40m2ktrial.openfin
d.com.tw/default

Please enter this URL to the relative position of CalDAV-
supporting software; e.g. Thunderbird.

QR Code:

Users can set the Privacy Settings for your calendar that you want to publish via

iCalendar.
Status Behavior
Not publish No one can subscribe your calendar via this URL.
Show status only Other users only can check your status, either busy or free, after they
subscribe your calendar via this URL.
Publish all Other users can check the detailed information of your schedule after they
subscribe your calendar via this URL.
Privacy Settings: | Mot publish E} ii Save
The type of this €2 g, status only  |" [+]
I Publish all ‘
httn: //M2kEri AT OSENT TN oW Tw/ roi =
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Type: ) Synchronize ‘@ Publish
Privacy Settings:  Publish all [=] [ save_

The type of this calendar URL: | iCalendar

+ iCalendar —
http://pm.m2k.openfind.d iCal (Google. iOS
bin/cal/ical_publish/icaj
Loken=LcGl2bT JodH IOV
33D

Please enter this URL to the relative position of software, which
can support the one-side subscribing iCalendar; e.g. Outlook.
More detailed explanation will be shown in the user guide
Through scanning QR Code on smartphone, you can copy the
above URL.

QR Code:

® Qutlook
Through iCalendar. One way and read only.
(1) Open Tools drop-down menu, and select Account settings, then click
Internet Calendars.
(2) Enter the iCalendar URL - and click add button to finish the settings.
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Account Settings K|

Internet Calendars
‘fou can add ar remove an Internet Calendar. You can select a calendar and change its settings.

| E-mail || Data Files || R33 Feeds || SharePoint Lists || Internet Calendars || published Calendars || &ddress Books |

HI (=0 ' Change. .. x Remove

Internet Calendar Size Lask Updated on

New Internet Calendar Subscription

Enter the location of the Internet Calendar you want o add to Qublook:

Example; webcal:fwww,example. com)calendars/ Calendar. ics

Subscribed Internet Calendars are checked once during each download inkerval, This prevents wour lisk From possibly
being suspended by the publisher of an Internet Calendar,

Close

(3) Because the iCalendar is in the one way and read only mode, please refresh
your Outlook folders to make your data in newe status.

[ Calendar - Microsoft Outlook

: File Edit View Go | Toels | Actions Help

Dl New - |0 X Send/Receive » Send/Receive All F9
Calendar JH T ' LA e Eey Medium (3 High
Address Book... Ctrl+Shift+B o Mail Accounts
n 013 45 EJ = Mo Mail Accounts —
H—== il Organize Free/Busy Information —
1 2 3456 Mailbox Cleanup... Send/Receive Settings b
8 9] 10 11 12 13 1{ 5 Empty "Deleted ltems" Folder B 2Hi= EHAm
15 16 17 13 19 20 2 += 38 += 48 +F 58 +H 6F
22 23 24 35 26 27 2 Forms »
@3 1 3 3 4 Macro 5
L] All Calendar Items Account Settings...
My Calendars Trust Center...
ﬁCalendar . — —
mlEEE Customize... +7. 108 —+ 118 H— 128 HZ 13
Opticns...
How to Share Calendars =
Search Calendars Online Z |
Publish My Calendar...
fdd New Graup | HH 160 7 178 -+t 188 TN 198 . 20
5
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® Google Calendar :
Through iCalendar, one way and read only.
(1) Click Other calendars and select Add by URL.
(2) After entering the account and password, you can see your Mail2000 in
your Google calendar.

» Other calendars [l 12pm

Add a friend’s calendar

susuting@amail.com Browse Interesting Calendars

Add by URL Jh-r]

=

Import calendar

Settings

Anm

® Thunderbird :
Through CalDAV to synchronize your Mail2000 with the Thunderbird.
(1) Go into the Thunderbird calendar page, right click on the left menu and
select New Calendar.

4 Calendar
v EE 5 08:0
L

I/\@ Mew Calendar...
Delete Calendar

Export Calendar... B
Publish Calendar...

Synchronise Calendars

e

Properties

Select On the Network and click Next.
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Create a new calendar

Locate your calendar

Your calendar can be stored on your computer or be stored on a
server in order to access it remotely or share it with your friends or
co-workers.

) On My Computer

@ : On the Network

< Back [ Mext = l[ Cancel

Choose CalDav and enter the URL, and then click Next.

Create a new calendar

Locate your calendar

Provide info about what is needed to access your remote calendar
Format: = iCalendar (ICS)

@ CalDAV

(71 Sun Java System Calendar Server (WCAF)

Location: ﬂaw’calendars,.-*marin_wangﬁ‘iéd-DDpen'find.cnm.tw,n"de‘faulﬂ

[C] Cache

| <Back | Next> || cancel |

(2) Enter the user name and password, and click OK to finish the settings.
Notes
Please enter your email address in the user name column.
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Authentication Reguired

=X

site says: "SabreDAV"

User Mame: sales@openfind.com.tw

e A user name and password are being requested by https;//mail.office.openfind.com.tw. The

Password: #0000 00089

[] Use Password Manager to remember this password.

[ oK ]l Cancel ]

(3) After finishing the settings, you
Thunderbird.
Notes

can see the Mail2000 calendar in your

If you enable the “Use Password Manager to remember this password”
function, the Thunderbird will no longer ask your account and password.
Besides, if you enter the wrong password, please go to the

“Tool/Options/Security/Password” page to edit your password.
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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.
' my calendar
2012/04/08 - 2012004/ Today | | Day m Month | | Perpetual Calendar |
04/02(5un) 04/09(Mon) 04/10(Tue) 04111(Wed) 04/112(Thu) 04/13(Fri) 04/14{Sat)
AID +n +4, 8 - - -= -
/ ay
07:00 =
08:00
09:00
An-An = 4er 4 [ appnd ERnneeo!

(2) When expanding the Todo tasks, click the & Dbutton to go to the setting

page.
Task 4 |
@ 2012/03/04 Q
mail2000 users hel
p
*
.@. 2012/03/04 Q

(3) In the setting page, you can enter the Subject, select the Importance of this

task, set the Due Date, and select the Status.
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Task setting @

Subject:

Importance: @ % Oxx COxxx Dxxxx ODxxxxx

Due Date: 2012/04/06

Caontent:

Status: [l completed &Y,

| Add || Close |

® How to Edit/Delete Todo Tasks?
11.1 When opening the Todo Task drop-down menu, click the task directly, and
you can go to the task setting page to edit the Todo task.

@ 201210207 Q
Mail2000 Meeting
Tk Rk

Or you can click the @ button to delete the Todo task.

@ 012103104 Q
mail2000 user help
*
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12. Search Module

Search module integrates the Openfind search engine technology, users can search
mails, contacts, my drive and sticky notes in a friendly user interface. Search module
also supports mail attachments search, and can search in different types of attachment
formats such as Word, PowerPoint, Excel, PDF and so on.

Besides, the Search module provides Related Mail functions to allow users to find
related mails in short steps.

This chapter explains :
® How to Use the Search function?
® How to Use Related Mail?

Notes

Search module is an optional Mail2000 module. Please contact Openfind for more
information.

TEL: +886 (2) 2553-2000 ext. 888 / EMAIL: sales@openfind.com
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12.1 How to Use the Search Function?

(1) Click @ button on the shortcuts to go to Mail2000 Finder page.

(2) Inthe Global tab, enter the keywords in the indicated box, and then click the
Search button . System will list all related mails, files, contacts and sticky notes.

Mail2000 Finder

Global W ( fail W ( Contacts W ( Wy Drive W ( Sticky Motes W

5
k ‘Keyword ‘ Search

Mail2000 HiEREF B EEH - bug

&t R
[Bugtrack] 11/03/18 12:06 [Bugzilla 30300] Fl & SN cag W17 o [l Ry fiemng ‘3 Bugirack (9832)
[Bugtrack] 11/03/18 11:18 [Bugzilla 30291] &0 H5 @ T [H s a . g w el L HHEE (10)
[Bugtrack] 11/03/18 11:12 [Bugzilla 30:299] Sie=ss_ mnmtun Fi ey r 4 M S (436)

[Bugtrack] 11/03M18 11:11 [Bugzilla 13228] L 00 & MERT 00 B B Gl "m RE{EE (40)

[Bugtrack] 11/03118 11:10 [Bugzilla 13228] SRl = (M ammn 50 5 & PR = -3 BuaTrack to POM (111)
(ERER.) 4 PM(11)

® Search in Specific Type
Users can search in specific type such as mail, contacts and sticky notes.
B Mail Search
In the Mail2000 Finder page, select the Mail tab to go to mail search page.
Users can search mails by subject, keywords, specific date, specific folder,
recipients and sender in this page.
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Mail2000 Finder

Global W ( Mail W ( Contacts j ( My Dirive j ( Sticky Motes ]

Subject | | [Cselectan Invert
Keyword | | @l att Content [¥] At Name £ Inbox
>
Sent
Date | Mot specified [« | ] Draft
RN From | | [C] Recycle Bin
O Spam
To | | [“] participant ] teest
Others [ 123

Search | Reset

After entering the search criteria and then click Search button , the search
setting page will turn to search results page and lists all related mails. In the
search result page, users can click Back button to return to the search
setting page.

¥ |Tools ¥ View ¥ Spam ¥ ||'§!ru1n'u'e to.. Back

Sender
service) by solos_chang@openfind.com m2k noc
(Mail2000 Service) by solos_chang@openfind.com -

kappa_lin
=it ppa_lin{

B Contacts Search
In the Mail2000 Finder page, select the Contacts tab to go to contacts
search page. Users can search contacts by select address book and
keywords.
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Mail2000 Finder

Global Iail Contacts WMy DCirive Sticky Motes

2 (3;_% Address Book: | My Contacts IZ|
]
3 >
Keyword Search

@ General Mickname MName Email

Address ) Mobile Number ) Telephone Number

B My Drive Search
In the Mail2000 Finder page, select the My Drive tab to go to My Drive
search page. Users can search my drive by keywords and directory.

Mail2000 Finder

Global Iail Contacts My Drive Sticky Motes

-
'_ k} Keyword Search
Search: | My Drive |Z|

Directory: /Root! | Select Directory
File Name ¥|Include Sub-Folders

Include Tag | Case Sensitive

¥| Content

B Sticky Notes Search
In the Mail2000 Finder page, select the Sticky Notes tab to go to Sticky
Notes search page, and users can search sticky notes by keywords here.
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Mail2000 Finder

Global Iail Contacts Iy Drive Sticky Notes

—
—" N Keyword| Search

Include Subject [T include Content

[[include Tag [C] Case Sensitive
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12.2 How to Use Related Mail?

(1) When reading a mail, click the * button behind the mail subject, and the
system will list all related mails.

IFrom: ab
To:

Subject: Fw: about 01 meeting schedule [Add Taqg]j §&
Date: Tue, 17 Jan 2012 16:49:45

about Q1 meeting schedule

= Reply HReply.ﬂ.ll anrward L |@-Tag L ¥ |Tr:n:n|-3. ¥ View ¥ Spam ¥ |r§!ru1r:|'u'e to..
A0 | 7] [Subject | Sender [Date [
m ﬂ [Inbox JRE: about @1 meeting schedule 02104 10:43
[ & [van]Re: about Q1 meeting schedule 02/04 00:37
[l 3] [Inbox JFW: about @1 meeting schedule " L 0117 16:49
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13. Smartphone Module

For the convenience of using Mail2000 on the smartphone devices, Openfind provides
smartphone users the web service and the application to connect their Mail2000 email
account to their Android device and iOS device.

This chapter shows how to use Mail2000 module on Smartphone.

Notes: Smartphone Module is an optional module for Mail2000. Please contact
Openfind if you need more information.

This chapter explains:

How to get started with Mail2000 Smartphone module?

How to operate Emails in Folders?

Composing a new Email message.

Reading Email.

Searching for Email.

Tapping Phone Numbers to Make a Call on the Email Page.
@Mail2000, the new mail notification application for Mail2000
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13.1  How to get started with Mail2000 Smartphone module?

(1) Open the HTML-compatible browser on your smartphone.
(2) Type in the URL that you do to access Mail2000 in the smartphone web

browser.

~ "\ Openfind™

V=) MAIL2000

openfind_pm

</ RCIEMRSE Y/ REIEETS

English Language @

BEA

(3) Following the instructions on the screen.
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T -
Ton

@f Compose

>< Unread

N=PaS-5
REE

i I_L Inbox

ol L3 ., Sent

pm(pm)
EE Address Books

M Mail200

pm(pm) Q Virtual Folder

@ Folder
Q Search

O

pm(pm)

AN
i

0 &R
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13.2  How to operate Emails in Folders?

The “Default home page” is the first page after login, and user can set it by himself.
The “Default home page” can be set to “Folder”, “Virtual Folder” or “User-defined
Folder”.

The Folder operations are explained as follows.

(1) Tapthe n button return in the upper left corner to default home page.

ST
(2) Change Folders: Tap the _ pull-down menus to change

folders. Only displayed folders will show in this menu.

@ -- Change Fol...

Enlder

Inbox

Sent

Draft
Recycle Bin

Spam

sriiial Enldar

RIS
SEEH

FBEH

*AEH

(3) Main Menu: Tap the E button in the upper right corner and follow the

instructions on the screen.
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] Mail200

pm(pm)

ne/nn
06/03

pm(pm)

— Q Search

EE Address Books

0 i T
O

pm(pm ;l Virtual Folder
0 @ Folder

I} Address Books

@ Virtual Folder

; @ Folder

Q Search

{}{} Settings
Logout

o~

Openfind™

V=) MAIL2000

(4) Batch of mails operation: User can check single or multiple mails and operate
these chosen mails with the tool bar functions at the bottom of the screen.

i~

06/04

=l

06/03 17:36

(] Mail2000 Smartphone Mo...

06/04 23:12

Mail2000 B2E ~ Z&  &...

06/03 17:42

TEER > RE2—EE

06/03 1754

) Mail2000 Smartphone Mci: ¢

06/03 1/ @

O REE—BENEHRER.

—
® =
Delete Forward Move to Tag

>

v

N

Notes: The system does not provide the “Move to” and “Delete” functions for
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Read-Only mails. If user checked the Read-Only mail and general mails at the

same time, the system only deletes the general mails.
(5) Finger Swipe Operation for a mail:

- User can quickly operate a single mail with finger swipe operation.
- The finger swipe toolbar are “Top”, “Reply”, “Forward”, “Move to” and
“Delete” functions.

Notes: Only iOS devices support Finger Swipe Operation.

A NS =

i~

06/03 17:36

] Mail2000 Smartphone Mo... >

06/04
06/04 23:12

] Mail2000 27 ~ L&~ &... >

| | —
™ = =

06/03 17:42

O T84%E 22—8F >

06/03 17:41

M Mail2000 Smartphone Mo >

06/03 17:30

O ReE-—gmammE (o)

06/03 17:37
— MailonNN FZ 0\ 922 = AN

(6) Reload: Tap the icon in the lower left corner to reload emails.

(7) Search: Tap the button in the lower left corner to enter search email page.

(8) Reading Email: Tap an email on the screen to enter reading email page.
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13.3  Composing a new Email message

(1) Tapthe E button in the upper right corner to open Main Menu.

(2) Tap the Compose button to compose a new email message.
(3) Inthe “Compose” page, enter the email address of person to whom you are sending
the message in the To, Cc and Bcc fields. When entering email address, type few

characters will display a list that matched (auto-complete). Or, you may tap the

button to add recipients from Contacts.
® To add recipients from Contacts.

}

(— Compose

’3:

6 v Address Books

user001 - user001@pm.ope...

(]

user002 - user002@pm.ope...

& Cc/Bcc 0

user003 - user003@pm.ope...

O

user004 - user004@pm.ope...

Upload File My Drive

® When entering email address, type few characters will display a list that matched
(auto-complete).

Openfind Information Technology, Inc.



openﬁnd.. Software Engineered for Growth

Openfind™

Messaging System

u]

e Compose

user001 <user001@pm.o...
user002 <user002@pm.o...
user003 <user003@pm.o...

user004 <user004@pm.o...

X

(4) Youcanalsotap & toremove exist recipient from recipient list.

(5) Upload File: User can attach files from smartphone directly.

Notes: Because of the system limitation, only iOS6 and Android can support “Upload

File” function.

(6) My Drive: User can attach files from “My Drive”.
(7) Save Draft: Saving a draft email.

Upload File

My Drive

Save Copy: ‘Enale'

Save Draft
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(8) Tapthe E button in the upper right corner or Send button to send the email.

-

& Cc/Bcc

Upload File

Compose

My Drive

Upload File My Drive

Save Draft
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13.4  Reading Email

® In the “Folder” page, user can tap a specific mail by scrolling up and down, and then

you can read the email content quickly.

pm(pm)

04/21

pm(pm)

pm(pm)

D
Py

04/20

] Mail2000 &S W43

04/21 00:00
one ...

04/21 00:06

] ¥k Smartphone £ #f...
Scroll

04/21 00:02

] RREEEREFEN=...

04/21 0001

04/20 28:52

>

O OBEEE - EReEnlc)

’

® When reading an email, you can execute “Reply”, “Reply All”, “Forward”, “Delete”,

“Move to” or “Tag” email, through tap the E button.
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€« T Q
Sun, 21 Apr 2013 00:11:54

Mail2000 BE - 22 * B ENEEH
HELEES  BEEEE2AMAITHE A
MRz EBBIRE

5{5,],?: pm <pm@megatest2.openfind.com.t
w>

15 pm <pm@megatest2.openfind.com.t A
w>

© ‘ Mail2000_DM_p01_ot-01.jpg (560k)

7~ s [ R

——»—»ﬁ
@ = | = | =

Reply Reply All Forward Delete Moy

®  The system will hide the over length information (i.e. mail title and mail from). When
you need to check the full information, please tap it and then the data will display.

« R
Sun, 21 Apr 2013 00:11:54

Mail2000 Z2E  £%  BENEEE
HEEES > BLEEEB2HMITEE A
MBERZAEEBIRIE

miﬁ " #H O e patbead et fion

L T L — p— .

Openfind”

® User can use finger swipe or finger scroll to read the email content.
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« T Q

Sun, 21 Apr 2013 00:11:54
i = v
Mail2000 BE * £% ~ BN E 2 1

iR pm <pm@megatest2.openfind.com.t v
w>

: ‘
1> | Mail2000_DM_p01_ot-01.jpg (560k)

&

Scroll
Swipe

Openfind

<+

® Tapthe button to open a new window, and then user can zoom in or zoom out

of the email content.

Openfind Information Technology, Inc.



openﬁnd.. Software Engineered for Growth

Openfind™
Messaging System

(1) Tapthe

13.5  Searching for Email

to enter search email page.

»
Il

: 06/03 17:36
[ Mail2000 Smartphone Mo... >

1

06/03 17:39

O REE-HBAIPRER... 2

pm(pm)
06/03 17:42
0 ITHAERE 2= >
06/03 17:41
0 Mail2000 Smartphone Mo... »
06/03 1727
] Mail2000 & ~ B2 ~
pm(pm)
06/0342:36.
N FRREEERREZIN=... >

6 Search Mail —

mail2000 (%)
By Subject >
By Recipient >
By Sender >
By Participant >
By Mail Content >

All Folders (v)

button in the “Folder” page or tap the Search button in the Main Menu

EE Address Books

Q Virtual Folder

ﬁ;r) Folder

Q Search

Q‘Q’ Settings

Logout

= Openfind™

V=) MAIL2000

(2) User can search keyword(s) by special column or folder.
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13.6  Tapping Phone Numbers to Make a Call on the Email Page

If users receive mails that content with legitimate phone number(s), users can tap the
phone number(s) to mak a call directly. Only Taiwan Phone Number that can be
identified.

Notes: This function is only effective on Smartphone.

Information Technology, Inc.

+886 2-25532000
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13.7  @Mail2000, the New Mail Notification Application for
Mail2000

This application supports i0S and Android system; please refer to the following
guidelines.

13.7.1 The first time to use @Mail2000

(1) To download @Mail2000 from Android Market, or scanning QR Code
directly.

(2) Please refer to the instructions of cell phones to install the @Mail2000. And
also make sure @Mail2000 running with administrator privilege. Tap the
Setup button to install.

ERRILBARNS?

SRR ;
v B

‘ApsE

Openfind Information Technology, Inc.
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(3) After the installation complete, set the login information by tapping the
Mail2000 icon.

pm.m2k.openfind.com. tw

RSR

pm

T

000000 OOSIS

DNEE AR

M=

EigiE

443

ISIBANINAERE

FisiEAl
BABRH (%0

SEMEEE

BthniE

AAREZ | BB 7R @ AL

BRI B

FEtERFRLEN

Bt R ENFR fZ 1B AN

Domain: Please input your email server domain.

Username: Please input your email account.

Password: Please input password of your email account.

SSL. Connection: The necessity of encrypted connection that is depend

upon your setting of mail server of environment.

Port: Port number for mail server.

® New mail notification: Enable the new mail notification. After enabled,
you will automatically receive new mail notification form @Mail2000.

® New mail check frequency: You can adjust the mail checking
frequency interval for @Mail2000.You can choose options by minute,
5 minutes, 15 minutes, 30 minutes and hour.

® Notification bar: New mail notification will show in the notification
bar, which is on the top of screen of android system.

® To start application: Startup Mail2000 automatically when your

computer boots.
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13.7.2 New Mail Notification

After completing your email account and environment, you can login your Mail2000
account directly by tapping the Mail2000 icon, or you can set the new mail
notification.

1. New mail notification will show in the notification bar.

If you enable the “Display in the Notification Bar”, it will display a message in
the notification bar when you have a new mail.

' USB &L
JEEY LU IR USB iE48

& @Mail20005{51E0

T4 4:32
Y

2. Notification widget APP.

Touch the desktop of Android device to a few second with fingertip, and add the
@Mail2000 to the desktop.
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3. After you login Mail2000, it will display new mails directly.

- 0512 07:14
M ERESAREREEEN.. >
pm(pm)

05112 07:13

] Mail2000 Daily Log >
pm(pm)
05/12 07:12
] Mail2000 Smartphone ... >
pm(pm)
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13.7.3 Error Report

Please advise us if you find any errors.

1. Inthe @Mail2000 configuration page, tap the “Menu” button and choose
“Contact Us”.

H{EBANTNASERE

HrSEAN
BIRLHF AT

BT

2. Please choose “yes” to authorize application to transmit the necessary logs to us.
In next page, we will let you read the report to be sent.

E WS 3PS

BEATRHEREN
¥ "@Mail2000 , B , FFIA5
HAORREBENELE ZER
EE ERTRREE IR EHHHE

2

3.

TEE . '

<app_support@mail2000.com.tw>,
£ T @Mail2000 , RYRSIREEEE

M2kPrefFile.xml

.
.

M2kNotifierTmpFile.xml

Platform: android

App Version: 1.0

App Release: 110923

Unigue Id: 9dbd4c92b8f505f9
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13.7.4 Setting/Filter the Type of New Mail Notification

Because the new mail notifications appear frequently, you can't identify the important
mail notification. You can combine to using the Mail2000's mail filter to solve this
problem.

1. Inthe Mail2000 web page, right click on the mail folder and select “Edit”.
Decide whether to select the checkbox of “Check for New Mail on Mobile
Device Sort Method”. The default value was “checked”.

& Edit Folder Inbox
Compose | ]
Folders Folder Attributes 2
- right click - .
E-IM&’:E General Settings
% @ Virtual F}Q s [¥] Check for New Mail {¥] Check for New Mail on Mobile Devic
2 Sent (4)" pE
Lj Pt \Edit 1 POP3 Settings
I Recycle Bin{d5) = g i : _
= Spam (926/927) Status: | Retrieve all mails from this folder El

2. Inaddition, you can establish a set of filter rules to manage and categorize your
incoming messages based on their subject content, size, sender or other
user-specified fields. Please refer to the following descriptions.

® How to Add Filter Rules?
(1) On the left menu, click “Preferences”, expand “Mail Options”, and
select “Filters”.
(2) In the “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.
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¥ Filter Rule

© On © Manual © Close

Set Filters

Match All @ Match Any
Subject E] Contains B Mail2000

Recipient (To) E] Contains E] pm@pm.m2k.openfind.com.tw

When meet the filter rules, let the mails

Color Label E : Green EExampIes [g]
Move mails to B PM {Z] @E]

Filter Reasons

(] Filter on Specified Interval

® Notes:
The Content condition includes the signature appended to the mail; the
Attached Name and the Attachment Size conditions include the vCard
attached to the mail. The basic size unit for emails and attachments is
byte (e.g., 100 = 100 bytes; 100k = 100*1024 bytes; 100m =
100*1048576 bytes).

(3) To apply the filter on specified time interval, expand Advanced
Settings. Check the Filter on Specified Interval box and specify the
interval.

V! Filter on Specified Interval (GMT+08:00) Asia/Taipei

Daily Weekly Custom

From MonE =Tk | P E]
From 09[«|:00[«] ~ To 12[+]: 00[~]

(4) Completion of the configuration and click “ok” to complete filter rule
added.

3. Example:

Crystal is a secretary to the boss, so she has to handle all the mails from her boss
immediately no matter when or where. But be a position of secretary often check
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a variety of meeting notices and application documents by mail, it makes Crystal
to be dazzled, and be so nerves when she go out. Due to scare of losing the mail,
she is becoming a person who forces herself to receive the mail on line.

Actually, Crystal just needed to use combination of new mail notification and
email filter. It will help her to reduce stress. Follow the steps which are shown
below.

(1) Refer to above description, create a mail filter rule in the mail filter setting
page.
® Filterrule:
Sender(envelope-from information) contains
boss@pm.m2k.openfind.com.tw
® When meet the filter rules, let the mails

Move mails to ... (Enter a new name for the mail folder, e.g., Boss Mail)

¥ Filter Rule

9 On ©) Manual Close

Set Filters

Match All @ Match Any
Sender (envelope-from information)E| Contains E] boss@pm.m2k.openfind.com.tw @@

When meet the filter rules, let the mails

Move mails to E] Boss Mail E @

Filter Reasons

[Z] Filter on Specified Interval

(2) Refresh this page and enable the “Check for New Mail on Mobile Device”
setting for “Boss Mail”.

Openfind Information Technology, Inc.
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) Edit Folder Boss Mail
Compose 7
Folders Folder Name \ Folder Attributes <ff=— 2
m 1 r General Settings
8 Virtual Folder [7] Check for New Mail 7] Check for New Mail on Mobile Devic
2 sent (4) ‘
fﬁfg Pl | POP3 Settings
Reale D) [ Status: | Default E}
¥ Spam (930/931)
B goeeraai i
Bair  rightclick || OK| | Cancel
& pyOpen 4
& malgqit <—_—
Epublish
ARTEREZ

Just completed these two steps can be solved Crystal’s years of trouble.

13.8 OTP Authentication with @Mail2000

Mail2000 provides One-Time Password Authentication to protect your account’s

security. When you enable the OTP Authentication, you also need to enter the OTP
code except your account and password, and then can login to Mail2000. The OTP
code will push to your mobile device which you registered as received device. You

can enable OTP function to register device with @Mail2000 App.
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13.8.1 How to Register the OTP Received Device?

(1) Download the Mail2000 App and install it

® |OS: Download the App in App Store

(2) Please set the settings after installing

® i0S
A. Go to App setting by clicking the Mail2000 icon

‘ &.‘ -, 5

@Mail2000
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B. Please set the login information and enable the OTP setting, then
save it to finish the register.

C E410:16

® Android
A. Go to App setting by clicking the Mail2000 icon

@Mail2000

B. Please set the login information and enable the OTP setting, then
save it to finish the register.

Openfind Information Technology, Inc.
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o E T B 1743

PRIPGO

E, @Mail2000

AEEHAEE

HERIEA

Limitation:
To ensure your account security, the OTP only can register at one device. If you

want to change, please cancel the registration at registered device.

£ EREE

@ HETEUEE
HTEN R E
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13.8.2 Start to Use OTP Authentication

The OTP Authentication is disabled by default. If you want to use, please contact to
your administrator to enable it. If administrator let user use this function, please go to

“Preferences/Configuration/General” to enable the “One-time Password” function.

(1) Login to Mail2000 with account and password first

HEEE - Login Mawe
| |

HEAE - Password

SRS [ RAS

.

Copyright @ Openfind Information Technology [MC. &1 rights resersed.

(2) Please enter the OTP code and then login to system

RNCRESEIMAEE - T ZEEETIER -

lggiszgaﬁ :

EFMEHEEES  FERNERRE A LRSS -

BA | EE

Copyright @ COpenfind Information Technology INC. &1 nights reserved.
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14. ActiveSync® Module

Mail2000 System supporting the Exchange ActiveSync® Synchronization Protocol.

It can synchronize the Smartphone with Mail, Contacts, Calendar and To-do Task by
the simple setup. User can send and receive messages via mobile devices easily and
quickly, and it can significantly improve your life. Usually, mobile devices stored a lot
of user private data and a lot of business mail and other private information. It may
bring a huge loss to individuals and companies, if the mobile device is lost. Therefore,
Mail2000 provides Remote Wipe function, let administrator can help users to protect

the corporate and private data on mobile device.

Notes: ActiveSync® module is an optional module of Mail2000.Please contact

Openfind if you need more information.

This chapter explains:
® How to setup ActiveSync® on mobile device
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14.1 How to setup ActiveSync® on mobile device ?

14.1.110S System

You can synchronize the Smartphone with Mail, Contacts, Calendar and To-do Task

with this simple setting.

(1) Tap the "Settings™ icon in the screen

(2) Tap the “Mail, Contacts, Calendars”
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> icloud >
B BEER - TEE >
- >
REEE >
L E >

HE >
““.;\‘ FaceTime >
15 wE >
@ Safari >
@ iTunes EZ App Store >

(3) Click “Add Account”

g s
o w. .

AR >

SRR A g >

et

s 50 RIS >

(4) Select " Microsoft” Exchange ; of the following account types
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& iCloud

Microsoft*

Exchange

Gmail

YaHoO!

Aol.

: Microsoft

X} Hotmail.

BFHMG @openfind.c...
] esccsecsssce
i3 Mail2000 ActiveSync

ajwielr|T|v]u]1]o]P
AlsiolFla]H]s]K|L

z[x[cvie|njui

123 @ space return

(6) Fillin the following user settings, and the page will verified the settings
automatically. When the verification passed, we will be completed the settings.
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B4 @openfin... v
APk 2% mail.office.openfind.c... v
e v
fEdE -t v
Hi5 esssccssssee v
g Mail2000 ActiveSync v
Notes:

The 10S device connects to server with default SSL connection. If the server
doesn’t support SSL connection, please save the settings that you completed and
leave this setting page. Go back to the User Settings, and disable the “Use SSL”,
and then you can connect to the server.

(7) Enable the Sync item, and you can start to experience the Mail2000 ActiveSync®
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14.1.2 Android System

(1) Tap the “Settings” icon in the screen.

Q

8 Play®iE EE

® M

RERE B+

® @

%?ﬁi!ﬁ& 1BpRAERE

BHEA

Chrome Dolphin
Browser

f

Dr.eye Dropbox Facebook Friend
Stream

a4

T

(2) Tap the “Accounts & Sync”

RE

. {TENEE
QD wiFi R RIS ]
@r%

g HTC Media Link HD &%

oo T
BA
& BAL

IRSRELE) & iRIE

&

e

#EN TR

i EERR

i
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(3) Click “Add Account”

RSREZ[E) S pEIE

BHEIE S L
BIERF

%« Dropbox
Exchange ActiveSync

Google

©eE e

gz hod-

ns

=

H

fig

v oE

(4) Select " Exchange ActiveSync® | of the following account types

»«  Dropbox

@ Exchange ActiveSync

®®| HTC Sense R Flickr

m HTC Sense & LinkedIn
HTC 1RS%

& Microsoft Hotmail

4 SkyDrive for HTC Sense

' Twitter

(5) Select “Manual Setup” in the screen
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87 Exchange ActiveSync B1RS%

(6) Fillin the following user settings. Please check “This server requires an

SSL connection” when the server requires an SSL connection.

%7 Exchange ActiveSync M&3E

BT EEFE
w @openfind.com.tw
{5 AR 28 74t
Fml “openﬁnd,com‘tw
FE]
Exchange 4@ 25

EREEE

............

LRI AREE B ENNEL) SSL @R

Notes: If you can’t sync your data, after you complete the settings. Please enabled the
Android sync or data transmission function, and you can start to experience the
Mail2000 ActiveSync® .
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Openfind.

4

PEEFFTAHEMILGG AT

B B AAT AR RERMAR SO 243 82 7T B
ey 3% 02-2553-2000 @ E :02-2553-0707
R Bt http://www.openfind.com

E-mail : pm@openfind.com
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