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1.

Mail System Service Introduction

Thank you for purchasing the Openfind Mail2000 email system. We provide a complete
mail service with refined feature design, including high-performance mail
sending/receiving, large-capacity address book management, news subscription services,
and more. These features help enhance your company’s competitiveness and serve as a
strong foundation for long-term operations.

Composing Emails

When composing a new email, you can select recipients directly from the address
book. The system also provides email templates, batch attachment upload, and a
preview function after editing, helping you quickly complete communication.
Address Book Management

Using the built-in address book, you may add your friends or business partners'
information. The system also provides directory and group management with a
tree-structured menu, allowing you to create categorized folders for managing
contacts. You may also select groups or directories for bulk mailing.

If you already have contact lists in Outlook or Outlook Express, you can upload
them directly, avoiding the inconvenience of rebuilding your address book.
Comprehensive Email Management Features

Based on your filtering rules, incoming emails can be automatically categorized into
designated folders. Each folder includes search, classification, and sorting functions,
enabling you to quickly locate emails. Intuitive drag-and-drop features allow easy
mail moving or deletion.

Additional Settings

Under Settings, you can update personal information, change the login password,
configure external mail accounts, edit personal signatures, set your mail-reading
environment, create filters, and more.

Interactive Forum

System administrators may enable the interactive forum as a space for internal
real-time discussion and information sharing within the company, improving
communication efficiency.

Note

Mail2000 also provides optional modules such as Smartphone Module, Calendar
Module, and SMS Module. For more information, please contact Openfind:

Tel: (02) 2553-2000 ext. 888

Email: sales@openfind.com
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2. System Quick Guide
2.1 How to Log In and Log Out ?

Go to the login page of the Mail2000 system. Enter your email account and password,
then click [Log In].
¢ Mail2000 Login Screen:

#IERE SRR, SNHEE
M EOSAEFETF -

e How to Log Out
When you finish using the system, click [Logout] in the upper right corner, or simply
close the browser. The system will clear saved credentials to prevent others from
accessing your mailbox.

2.2 Mail System User Interface Overview
e Top Section: Toolbar (supports custom shortcuts)

e Left Section: Function Menu (supports custom items)
e Right Section: Main Viewing Window / Homepage
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Toolbar

| Mailbox Info andrew_lin@of-trial.com

Function Menu Main Viewing Window / Homepage

2.3 How to Use Email Software to Receive Mail

2.3.1 Using Outlook
e Open Outlook, go to File — Add Account.

e Enter your email address. Check "Let me set up my account manually", then click
Connect.

e Choose connection type: POP or IMAP.

e Enter your company’s domain in the Incoming and Outgoing Server fields.

e For encryption, select SSL/TLS and input port numbers.
Please consult your network administrator or Openfind engineer.

e After clicking Finish, you can start using Outlook to retrieve Mail2000 emails.

2.3.2 Using Mac Mail
e Open Mac Mail, go to File — Add Account....

e Select "Other Mail Account..." and click Continue.

e Enter your account information and click Log In.

e Set Account Type (POP or IMAP), Incoming Mail Server, and Outgoing Mail Server.
Server information shown in the example is for reference only; contact your mail
administrator.

e Choose Mail under “Apps to use with this account,” then click Done.

¢  Your Mail2000 emails will now be available in Mac Mail.
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3. Sending and Receiving Emails — Basic Operations
3.1 How to Write and Send an Email

e In the left menu, click Compose.

Openfind™ =
MAIL2000 ~=%
| andrew_lin v| Mailbox Info andrew_lin@of-trial.com
Compose
Add Info Box | | Wide-thin Layout )
s
Login Info
E' Status | Legin Success
2026/03M19 092:48:45  Successfull Web Login
] Inbox (402/406) 2026/03M7 135827 Successfull Web Login
L Status | Login Failed
» = Archived Folder 2026/03M1%9 09:43:40  Failed Web Login
Sent Mail 2026/03M17 09:53:28 Failed Web Login
[#] Draft{1/1)
E( REE}'C'E EIn[Zﬁ-EE."EﬁE 5:] Mailbox Usage
Cs Spam
v []Trash
mEis

e Enter recipient email addresses. The system provides auto-complete if the address
exists in the address book.

e To add BCC recipients, click [BCC].

e After editing, click [Send].

3.2 How to Receive and Read Emails
e In the left menu , click Inbox.

e Unread emails appear in bold; read emails appear in normal font.
e You may sort emails by clicking on Subject, Sender, Date, or Size.
¢ Click once to preview the email content, or double-click to open it in a new window.

3.3 How to Reply and Forward

e Replying
Select an email from the list and click Reply in the function bar, or press the keyboard
shortcut R.

Openfind Information Technology, Inc.
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Inbox

(%] Archive | (+ Reply | (46 Reply All &) Forward ~ (@) Tag = |

I -
PIF @/ subject [FEIn_——"

(] BETHBY LRZERENE
[ Mail2000 - #RIR{EMA=EIR R (of-trial.com)
] Mail2000 - BEHEIHEEHRE (jane.test)
m Mail2000 Message Systemn - S ETF A

(! L E oA & K MR - b B 3 5l 3R

e Forwarding
You may select multiple emails and click Forward / Batch Forward to attach multiple
messages to a single outgoing email.
Inbox

(%] Archive (4 Reply (<6 Reply All | &) Forward - | (@) Tag ~ (= Mo

1|F i
10 0 suvea

L] EETEBEX LR-ERENR

] Mail2000 - ¥R {EA 2% (of-trial.com)

m Mail2000 - EEHEFEZHE (jane.test)

m Mail2000 Message System - SFET S MET
CJ SETHEL LR ERENR

3.4 How to Delete Emails

e Select one or more emails and click the Delete dropdown menu to choose:
e Move to Recycle Bin
e Delete Permanently
e or click Delete directly to move emails into Trash.

Inbox

[¥] Archive (+ Reply (4 Reply All %) Forward ~ | (@) Tag ~ (¥ Moveto~ | Spam - | (%)~ | View ~ More ~

PIM1@ 1) Subject Move to Recycle Bin
L HETEEH FRZERENR Delete Permanently
[l [J = Mail2000 - $EEEEA=ELER (of-trial.com)

m Mail2000 - BB B EIZ®RE (jane.test)

[ Mail2000 Message System - SEETEH AT
O SETEMEH FRZERENR

m Mail2000 - $RIREM 3RS (of-trial.com)
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3.5 How to Move Emails
You may move emails using either method:
e Drag and Drop

e Drag the selected email to the target folder in the left menu.
e Click Move to in the toolbar and choose the target folder.

3.6 How to Attach Files

e Click Attach File in the compose window, select the file(s) from your device, and
uploading will begin automatically.

Sender  andrew_lin@of-trial com
To

Cc

Bcc | Exclude | Match

Subject

[l important [ Request Read Receipt £4 Save Sent Copy
M Attachment Scheduled Mails g Encryption =

HTML Editor Ye N TA T BT UZ =

adsasdasd

e Uploaded attachments will be displayed, and you may remove or add files as needed.
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4. How to Start Using the Smartphone Module

4.1 Download

108 devices: Search for and download @Mail2000 from Apple’s App Store.
Android devices: Search for and download @Mail2000 from the Android Market.

4.2 Login

e Login @Mail2000
e  Open the @Mail2000 app.

Upon entering, a privacy policy screen will appear. To use @Mail2000, agree to the

iolici.

Message
Please accept the privacy agreement

Privacy agreement

Agree

Disagree and close

e At the login screen, enter your Account and click Next

Openfind Information Technology, Inc.
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Openfind

Welcome! Please enter your email address to get started !

e  After entering the next page, if the server name and default port are successfully detected,
the fields will be filled in automatically. At this point, enter your password and tap Login.

10

Openfind Information Technology, Inc.
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Openfind™
\(xb MAIL2000

andrew_lin@of-trial.com

] ®
= m2k.of-trial.com

443 Use SSL

Push OTP code to this device

e  After entering the next page, if the server name and default port cannot be detected, you
must manually enter the server name and port first. Then tap Next, and on the following
page, enter your password to log in. For assistance on enabling automatic detection of
server name and port, please contact Openfind.

11
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Qpe:fr_i_’ir‘l_dw

Welcome! Please enter your email address to get started !
B andrew_lin@of-trial.com.tw

55 443 Use SSL

Enter the hostname and click next

e  After logging in, the system will open the user-defined “Default Homepage” mailbox.
Follow the on-screen instructions to begin using Mail2000.
4.3 Mail Folders

e  Change Folders:

Tap the drop-down menu at the top of the screen. It will display the list of mail folders
currently set as “visible.” Users may tap any folder to switch to another mailbox.

12

Openfind Information Technology, Inc.
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-- Change Folders -- .

Folder

Inbox

Sent Mail

Draft

Recycle Bin

Spam

Trash

123

CE
Virtual Folder
FRAERTE
BRFE

SHEMN

U

e  Main Function Menu: Tap the icon at the upper-left corner of the screen to display the main
function menu. Operate according to the options shown.

13
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andrew_lin ¥

/7 Compose
<> New Mail
5  Inbox

> Sent
(D Mail with Todo
) Virtual Folder
= Folder
[]  Address Books
{5 Calendar

2 Search

'} Settings

[~ Logout

4.4 Compose

e  Tap the icon 7 atthe lower-right corner to enter the composing page.

-

e  While editing, tap the icon
address book.

e  Tap Upload File to attach files directly from your mobile device.

e  Tap Send to send the email.

to the right of the recipient field to choose recipients from the

4.5 Read Mail

e In any folders, scroll up or down to browse messages. Tap a message to read its content.

e  While reading a message, tap the icon H in the upper right corner to open the action
toolbar. Available actions include:

e Reply

e Reply All
e Forward
e Delete

e Move

14
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e Mark

Thu, 19 Mar 2026 10:30:21
Mail2000 Message System - New sigi Archive 7

From reporttest@of-trial.com Reply >

Mail2@0@ Message System - New sign-: Reply All )j
2026/03/19 10:30

Forward >

Mail20@@ Message System — New sign- Delete >u
Dear User,

>

We noticed a login from a new devic . t

Tag >

Device:i0S-Device (@Mail2008)

Date:2026/03/19 10:30

IP:211.21.125.147 HTML >
Location:Taipei City, Taiwan

If this wasn't you, please change your password imn

Note: The locations are estimated from the device’s

Copyright © Openfind Information Technology INC. Al

e  When reading message content, you can swipe up, down, left, or right to navigate. To zoom in
or out, tap the icon “  on the right side of the screen to open the message in a separate
window for enlarged viewing.

15
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Openfind.

Openfind Information Technology, Inc.
Address: 7F., No.120, Sec. 6, Chengde Rd., Beitou Dist., Taipei City

11286, Taiwan
Tel: 02-2553-2000
Fax: 02-2553-0707

Website:  http://www.openfind.com
Email: pm@openfind.com.tw

16



