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Overview | ¥EE

A carrier class messaging solution with outstanding technical support, CloudMail Email
Server provides speed, security and reliability. A perfect answer to the complex challenges and
requirements of a dynamic business environment, CloudMail features Groupware, Personal
Organizer, Public Folders, WebMail and much more.

CloudMail provides access to user accounts from anywhere through any web-browser or email
client. The WebMail module allows users to read and compose messages, view and add
events in the Calendar, accept or cancel Tasks, personalize the looks of the interface and
many more account administration tasks.

— Al P AR A AR 5 B (i S2 7% > CloudMail 25-B0 ({a] iz S5 (R
PN SENE » B ENRESE P B AR RPN ZOR Y — (52 555 % - CloudMail ZHaE - Bf
o EAENEE - AFERIC > WEREFRIES -

CloudMail fiE (LT 7 38 (7 Web J7i B g 5 eE 1S F S im e (L EE AR SRR - EEF &
A T E A B A BN B > EENRINH B TRV - BE2EUHERS - (@M bryINE -
ISR FE B -

Purpose of this Document | &SRR H Y

The purpose of this document is to provide a complete description of the CloudMail WebMail
Service features and configuration. The manual will guide you through multiple basic tasks and
detailed configuration options such as working with your emails, folders, Personal Organizer,
setting filters and auto-responders etc.

AREHYHEER At CloudMail SRR AL E AR B DHREMBCE. - 1B A TR S [ EE S 5 (HEAE 1
FIFFAHIECE T - PI0EHyE T80 > BRI MAREH - EAREA M B EEES T
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Chapter 1. Working with the WebMail Module in CloudMail |
% 1=, [fH CloudMail Webmail #5%H

This section of the document presents the CloudMail WebMail Service features and
configuration from a user's point of view. The following pages will present in detail how to
connect to the WebMail interface, manage the respective user account, add contacts to the
address book or create and manage email messages and WebMail folders.

When accessing the WebMail interface through a browser, the individual user can configure
all parameters relative to their respective account, except for certain limitations imposed by the
administrator (in terms of attachment size, mailbox quota, etc.).

RENHSAERUR L HI A E2CE CloudMail Webmail JR#HYTHEERIRCE - T 28 H s FAll e Rt e
%%‘% Webmail 7 > EEAHERIEEHZIRS - 8 A RIIEIHAL TR A E B & 15 F A1 Webmail

EiEE R EEE Webmail 7 - & HRIIRE T PIECEMBEN MR 28 BT HEERA (i
RN EFERCEEE TR FEANRTRRME -
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1.1. Accessing/Leaving the WebMail Interface | #£A/Z7 Webmail 7/NgE7

Connecting to CloudMail WebMail

To connect to CloudMail WebMail, enter in your browser the URL
http://cloudmail.hkbnes.net or the customized URL that your Webmail’'s DNS record
pointed to CloudMail.

In the window thus displayed, enter the WebMail username and password provided by the
system administrator.

H% % CloudMail WebMail

%] CloudMail WebMail > £ 5y R & 258 URL http://cloudmail.hkbnes.net =k £ 15 [
cloudmail DNS #E=T URL -

FERDRRE T - i ARY WebMail 4082 B2 ALY A= A3 -

HKBN WebMalil

Click to Standard interface is able to switch to standard interface.

BHEEAAE S > T AU E RS A -
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Leaving CloudMail WebMail

To close the current WebMail session, click the Logout link (right upper corner, next to the
Settings link). click the Settings Icon (left bottom corner) and click “Log out”.

#EF CloudMail /5

ZRAME AT WebMail &58 - 5512 — T “RE™ ER (ETA) > A%E—T &

Demo Demo
demo@trialll.absolvo.net

You are using 4.0KB of your
1.0GB mailbox

Themes

1.2. WebMail Features and Configuration | WebMail Zg5AfCE

Navigating in Your WebMail Account

The left panel of your WebMail account displays a tree structure containing the folders currently
existing in your WebMail account. When first accessing your WebMail account, the structure
looks like this:

Webmail g =2

test message 1131

1
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The folder structure helps you browse and manage the messages in your WebMail account:
BEteah g - T DAS A G0 B A E B ARy Webmail i = FRAYE . -

Mailbox | Demo Demo
£ Inbox
Drafts
Sent
Trash
Spam
Archive
Filtered Email
test

Public Folders

Searching within your email account

You can search through the existing email messages stored in your account using the quick
search option or the Advanced Search option.

PR IIR F RV EE T
AT R "B SRR BRI AR ECHIRE hAVE T E AR -

Q.- SEARCH...

For a quick search, go to the top of message list (Reading Panel — Right) or right upper corner
(Reading Panel — Bottom) of the WebMail page, type your query in the search filed and press
the “Enter” button. The search results will be displayed in the same window and can be sorted
by all fields displayed in the message list header (From, To, Subject, Date, Size).

go to the right upper corner of the WebMail page, type your query in the search filed and
press the “Enter” button. The search results will be displayed in the same window and can
be sorted by all fields displayed in the message list header (From, To, Subject, Date, Size).

For an advanced search, click the arrows on the right of Search box to use the Advanced
Search option. In the new window choose whether the query should match all or just part of
the specified search elements. Add as many search criteria as you need by clicking the
“More Options”.
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PR > 2% WebMail HIEHVHESHE (BB - 4) 806 LA (BERR - KD 7Y
THER > SEALIESVR AR - A& Enter i - # REERFBURER—E T - 7L
FIREREE (FORE o A EE - B RN BRYIEEDR -

FINERAVIRE - 15— MEGEAIREAE P HYRTEHR AT (8 SRR B - ATy iE

B A R A ULRC AT B E E TR ZOT R B H T H—#l 5T © AIREIAITE 2
B Rl o SRR E BRI o

,~ SEARCH... E> =

hd
|
From: contains
To: contains
Subject: contains
Body: contains

More Options

Search in: Inbox
SEARCH

‘ More Options ‘

Bcec

Date
Size
Flag
Header

Attachment
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Use the drop-down menu to select the new search element type. Available options include
setting search criteria relative to the From, To, Subject, Body. You can also click “More
Options” to include more criteria. You can also see selected folder you Search in. You can
click “CHANGE” if you want to change the folder to search. Finally click the Search button
to find the needed information.

NOTE: The Search function also supports internationalized searches. Having this feature,
language-specific characters can now be used when running a search (i.e. using diacritics).

{5 N R AThRE R B AR A - A F VB TR B B R R RS -

Ao R NS B DT — T "EREIAT DIEEE SR o GuE ] IEE LY

RHYFTEEE R - AR H N BEIRRAVE R - W[ LUHE— T "HEC o s&iRiE—
R > REIRTRREAVERN -

AR R REEEBEIREER - B T EEDRE - WA ERREE S
Fou o ETERR (BIEERIIIORSE) -
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1.3. Working with Messages in WebMail | £/ WebMail Z57

Main Button Bar

Tz THA

Use the New button to create a new email message. The Reply and Reply to All buttons
allow you to reply to a particular email message or to all previously selected messages. Use
the Forward button to redirect a received email to a different recipient and the Move button
to move an email message to a different folder. The Delete button allows you to delete
previously selected messages. The Archive button to move message to “Archive” email
folder. The “ ... “ More button has more options for the Print, Copy to, or forward as
attachment.

The " ¥ "icon next with the New button have drop down menu for more options to the

button. The New button has option to create contact or distribution list---etc.

[ER “Wrie” fasi e Al —(ERr e B B0 - B ERIE AT YT ] SR E e — (R Y B T B P
AIArBETHONE o B “EEET f o SUREIRYEE TR EE R RS FEIRIE AR R 7S ghE
AEIRVERIPCTHYEE T B o “MHER" T8 eaFIRMPR e ATEEE AV AR - FIEIR RN S EhE] i
& BTEFERR - . HSI ARV o (R B R B 2% BRI -

W EBURSFERY VT L EA THIAIIRER o W R R B - W B AR A
S AR AH A BRI

Composing a new message

To compose a new message, press on the New button. A pop-up window similar to the one
below is displayed.

BER T EL
TEERTEME - 17 W i - SR RURE LT -

10
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Inbox | Demo Demo message demo

Q@ ¢ P AR - G X

Send Add attachments Address Book Signatures Delete More Close

To: Demo Demo <demo@trialll.absolvo.net=

Cc:

message demo

Attachments &

= working.txt

Dear Sir,

This is example message

<
wm
~
(=
-]

b3
>
I~
l
i
il
a

[¥]

|
i
N

Steps for editing a new message in CloudMail WebMail |#£ CloudMail WebMail
SRR A YD ER

To edit an email message you need to take the following steps:

IRETEIENE  HERA T HE :

1. Enter the email addresses of the recipients in the To: field of the message (separated
by commas if multiple) or add them from your existing address book by pressing the

Addressbook |E button. The Addressbook gives users access to contacts defined
for their account and also to Public and Domain contacts. Email addresses can be
added automatically to the 'To’,

'Cc' or 'Bec' fields. To do so, click on the address to select it, then click the To, Cc or
Bcc buttons. Press the OK button when you are done adding recipients or the
Cancel button to quit.

FEUTHR N Ark s A TECRRE A (RA S EAES ) o Bd%” @Eﬂﬁ“g
Pt > RNIIMMEIR A R HEIES o #hhESE > SR P E R MRS o G S AR
2N o BTEEFLAE AT A EERI0E] YN o PR B BRI ML o ZEMENE —
B BREEATHEACEERT - AMRIZ— T “WIE AT o THIKT B EREIAT $%E - 1 CHEET
78 ERSERN IR B "HUH™ TR -
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p— groupl@trialll.absolvo.ne

HR riall1.absolvo.net
Marketing

mis

Dostm

user0l

Demo Demo <demo@trialll.absolvo.net>; "groupl” <groi

Inbox | Demo Demo message demo

© ¢ & - © -

Send Add attachments Address Book Signatures Delete More
To: Demo Demo <demo@trialll.absolvo.net=; "groupl” <groupl@trialll.absolvo.net=;
Cc: sales

salesleads <salesleads@triall1.absolvo.net=

sales <sales@trialll.absolvo.net>

can select the correct address and press Enter.

HHMEME LA IR - B AW ALy - J0RAE R AT HEE

For any of these address fields, when typing the recipient addresses, if the respective addresses
are already in your address book, the auto complete function will be enabled. Therefore, you

B INRERAEUN - Rt - ] DUBEEIERERY AL - ZA1% % Enter §

FESCHY AL S -

2. Specify the subject of your message in the Subject: field.
FEHRE T ERE R E - -

12
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3. Use a different originating email address by clicking “...” (More) to select the Show
From link and typing the address in the From field.
BEAA RS A NEE AL - 72— " E%) > B “HFE" WA ERL
gk -

ARNING! This option works only if the user has the 'Send Mail as' permission from the
ailbox owner.

= | IRBIEEE AN (REEER SRR E A ET R AR

For information on how to define 'Send Mail as' permissions please see Sharing.
U EFR " AEE R "W > FHeRIt 2

4. Set the 'Reply-to' header for the email message. When clicking “...” (More) to select the
'Show Reply-To' link, a new field appears containing your email address in default.
When someone replies your email in the ‘To’ field the email address set here appears
instead of the one in the 'From' header.

RE CEET EAVETEANE - BT Y7 (B BiE CEREET B ERRE
"F‘ R —(E TRy - A aE E’JEE%EBT{WJ}: EAAEERAE TR U A"
WP EF AL EEEE - AR —EHRE “FhE" #H -

5. Edit your message in the message body. The user can now use rich text (Bold, Italic,
Underline / Strike through, Different font face and size, Colors, Subscript,
Superscript, Insert link, Bullets etc.) by HTML format. The user can select to use
plain text in “...” (More) if do not need the formatting. There can switch to use
plain text or use HTML text in the Options.

FEEFIES P AmER R & - (ERE T AR E SOAES CIERE - B TR/ HFRER - R EIHY
FRAAR/N - BAE - MR BEAE - A > ToEE) o HTMLAZR « R REEAREA
FRILUBEEAE - (FHZ5) (E AT 880E - ] DLUHR S AT 46505 5 HTML SCA Y8 -

6. Add attachments to your message by pressing the Add Attachments button. To add
an attachment, press on to browse, select the file and then press on the Open.. To
add multiple attachments, repeat these actions as many times as you need.

7 CIANIO R SRR IR R o SIASI0— (B - 20mEE  SEEAR - MR TERE
?TF%FJ-- WELRINZ A - IR S KEE S LE(E -

7. After adding one or more attachments to a WebMail message, the attachment list is
displayed on the right of Add Attachments button. You can delete the attachments
one by one, by clicking on the corresponding [X] icon.

BN {E 22 ET 2] WebMail &311% - IREBEEBUREGEBE IR0 " 2t - 0]
DLtk B AR e Ay X2 — MHBRBE

8. You can save a draft of your current message at any time by pressing on the Save
button and resume its editing at a later time.

AT DR RS IR 12l (REFREEATHYHE A DURHIR AR CHISRE -

13
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NOTE: The WebMail interface currently allows users to request 'Read Receipts' when
composing a new message as well as to optionally send a '‘Read Receipt' when reading a
message that was sent with the 'Request Read Receipt' option.

£+ Webmail EERETELF/ I AERFEMEFE K HEERMR" - DR ATERE T
5] s BEREELRE o SRREHY REOKBAREEIE EEIE

9. You can access and change the Default ‘Read Receipt’ Settings by taking the
following steps: in the ‘Settings’ tab, click on the ‘Read receipts’ option at the
bottom of the ‘General’ pane, and on the bottom side of the option you will find both
the ‘Request Read Receipts’ and ‘Send Read Receipts’ options, with the selectable
values for the default settings.

TR TSN “REEE R TSR R SRR T B
SE [ ETEAY R ﬁ*%ﬂ’])ﬁ%%‘ﬁ ’ E\EEE%‘KEIE AR R KB A gk
F"ﬁ!ﬁg q&)\ E’j}:‘%—IE ’ TL{EE/]EKDLD

fEECE

To mark a message, you must first select it in the upper panel by clicking on it. The selected
message will have a tick in tick box. Multi-message selection is supported. Right click the
selected message. Then choose one of the options displayed in the Mark as drop-down box:

Marking messages

Select Mark as read to set the status of the currently selected message(s) to Read.
Select Mark as unread to set the status of the currently selected message(s) to
unread.

Select Flag > Follow-up to add a Follow-up flag to the currently selected
message(s).

Select Flag > Completed to add a Completed flag to the currently selected
messages(s).

Select Flag > Remove flag to delete the flag for the currently selected message(s).
This option is only available for previously flagged messages.

Ry TEERC—(EE - IRV E e B A TR B — T - BERGENESRATT AT ETIT4) - S0%
ZHEERE - I GREENER - AREFEMEC Y MUFREPEURHEHZ — ¢
- BRI R EEAVINEEE B E AT ERH B A ERHE
- BEE PEEC R oRGEAVINAREE Ry E AT E M E R B -
- B> RGN IIE & AT E RN E R — R L -
* BERERIEEE> SRR I E & AT EEE R M S R ESE RHIIESE -
- BERAEEE > MHERIEED - MBRE ATEE E RN SARSE - PLEETRIE AN e mTAaC R R
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Inbox | Demo Demo message demo

Q.- SEARCH...

12:28 PM
Openin tab
Mark as unread
Me 11:31 AM
Delete
test message 113
tes Move to...
Copy to...
Me Edit as new message 08/22
- [ Flag > Followup |
testMy Company :
Create new filter... A completed
Select all Remove flag
Print

Deleting messages | fifilF&:

To delete one or more messages, select the message(s) and click on the Delete button (Trash
icon) in the Main button bar or right click the selected message(s) to select Delete. Deleted
messages will be permanently deleted or sent to the Trash folder depending on the user setting
in Interface > Preferences or the Move deleted emails to Trash Option set by the administrator
in Account WebMail Options.

TR — (822 EE T - SFEHENE - MRS “MHER™ foill (MIRAmEDR ) E T35 s e 1 gt 5
SERTHE (S) trBsefmibs o MEREYELCFR gk AMER - SRR (E & HIsE ST m > BIH - S EH AR
JF B E BB M BRAY B3 A B R B8R

1.4. WebMail Folders | WebMail Z5k/s%

Public Folders

Through the Public Folders, users may now share email messages, contacts, tasks etc. by simply
copying and/or moving them to a public folder. System administrator can also associate a certain
email address with a public folder. Thus, emails can be sent directly to the public folder,
archiving options being also available.

Users can set other types of marking for their Public Folders, such as Read/Unread. These
options affect the email messages of the respective individual account, not the actual
content of the Public Folders.

AR

S SEZORE I + PR T DI 6 B MR S LR B s S RS T A A (T
% N AE Rl h SR R ] DURE S T IV (k- DRI P EDPR DL B RS A A SR A
T R -

FHE T BB B SR 25 S ORI > 401300/ RET - B I B (B IR S B T
TR R A SR I -
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Special Folders

From both WebMail, one can create a special type of folder: Mail, Calendar, Tasks, Contacts,
Notes. Please click to corresponding folder type to create the specific Folder. Each special
folder has type-specific view to display its contents (i.e. Calendar view(es) for calendar-
type folders, Contacts view for contact-type folders and so on).

Aside from its specific view, each special folder type has a list view which consists of a list of
objects in that folder. The list view has more pages so the user may view only a few items at a
time. When editing an object in the list view, the user interface remembers the page so that after
the object is updated the position in the list is not lost.

While in the list view special messages can be copied or moved from one special folder to
another, if the folders have the same type.

NOTE: After creation, the folder type cannot be modified.

For special public folders all action buttons are displayed, regardless of the permissions. When
editing an item, the action buttons in the edit pop-up are displayed or not depending on the
permissions. For example if the current user does not have 'Edit' (i.e. delete & create)
permission, the 'Save' button does not exist; moreover, all input controls are disabled.

BRI

& WebMail > R a] DURIEE — (SRR R IC © B0 - IS > (L85 > d@alisk o H52 - AUEREERYER
g Gt — T HENVERIICEE - §—(ERARNVE KB AR e SR BB R BN & (BTH ERE
(ES) AYHEBRIAERIR - HE N EEH#EmAEHIE) -

bR T IR E VB - B (ERRAVER ORI (EY [ RAGE  EZ BRI A o O B

AHEZHIHE - EREEERE AT UL E5 S H B - 128 B E PRy s - RS T EERS
BB IR - YRR EA G RAAVHE -

TE7% B [ P YRR SR R] AR B B — (BRI R A DR IS B 55— (B &R - AERAARIE H5EY -

AR > BERIIREIAREELL -

EIRER AL BRI ATRE - S R RURFTAVER(FIZH - 4Rig—(EHE 0T - BifFfes - EHEs
BURBABURHIET AIHE - f140 - WRERIHFERA "W (EIMERRIRTE ) HYETHIHE - “ORfF
iR

£ > T H - BT avE ARERIE S EER -
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Managing Folders in WebMail |1 WebMail & &2

Right click on any folder in the folder tree (be it personal, public or shared, mail, calendar, task,
journal or notes) brings-up a context menu with the following options: New folder, Rename
folder, Move folder, Delete folder, Mark all as read, Empty folder, Sharing, Open/Close other
user's folder.

R E R PR E AR (S A > NS - #F > I - £ > HacsEaD) Wk 7
EE R o FURTE | BRI o B R BRI MR AT - 2
BRI A FTRE/RAREM A FAVERI -

New folder

Rename folder
Move folder

Delete folder

Mark all as read

Empty folder

Sharing

Open other user's folders

These options always appear in the context menu, if they work or not depends on the
specific permissions set on the selected folders.

For example, when creating a new folder, a new window is displayed allowing you to
specify the name of the new folder in the Folder name text area. To finish create press
Enter or cancel press Esc if you changed your mind.

BB AR IR BT ChRER T ISRAPIRY A SR R A B Ay RSy B ARG R R
piran - & R ERTHE R - BUR—(ERTEVIRE  REF SR ERTE R - fE %H%%fﬂaﬂﬁizﬁgiﬁ
YT o BESER AR Enter SEERANER IR £ T 7] 4% Esc VY -

Mailbox | Demo Demo
£ Inbox
Drafts
Sent
Trash
Spam
Archive
Filtered Email

test
|testfolder2| |

Public Folders

All folder options: moving, deleting etc. can also perform by drag-and-drop.
AR AT DL T P R BT - B E - fHEREE -
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Managing Contacts in WebMail | £ WebMail & H7E#H4E A

To define your address book access the Contacts folder from the folder tree. You can either
add them one by one or import an existing address book in Settings > Import/Export. ZEEHIR

==

My Contacts | Demo Demo

[E2 My Contacts

e demol demol@test.com
Collected Addresses
Domain Contacts [Public Fol demo2 demo@test.com

Public Contacts [Public Fold

EA
Glick the New contact button to create a new contact and fill in the details.

,%gﬁ*—ﬁ@éé})\ﬁﬁﬂ » Bl —ERTAVERSE A > IR EFANER -

N

hn
general Details | —f&4E

My Contacts | Demo Demo Demo
e W e %
Save & close Discard More Close

. General info

Demo
My Contacts
Email: demo@demo.com
: Mobile phone ©  +852 1234 5678
i
(' Personal details ) ( Business details )

Use the Name, Email and Phone text fields to specify the name, email address and contact
umber of the new contact you want to add. To specify the contact's name detail, click to “...’
@ use Full name details field.

B PR - 8 T B A B S S S B R IR S A A » O T B R SO0 - B
- AR R AR N B B R (o A HYR A TR L

18



&5

BROADBAND NETWORK

Full name details

Additional Info | HE &

My Contacts | Demo Demo Demo
° T e %
Save & close Discard More Close
General info
Demo -
My Contacts
Email: demo@demo.com
Mobile phone *  +g52 1234 5678
Personal details Business details
Nickname: Demao User Company: SyncMail
Home phone: +85222222222 Position: User
Home address: 222 Street, KLN, Hong Kong (.. Work phone: +852 11111111
More Business address: 111 Street, KLN, Hong Kong (...

Maro

You can specify a personal details by clicking “ + Personal details”. Fill in the Nickname,
Home phone and address fields. Use “More” for extra fields, i.e. Personal email,
Messenger IDs..

Using the “+ Business details”, you can specify the business details for your new contact.
Use the Company and Work phone fields to specify the office contact details. Use “More”
for extra fields, i.e. Business email, Business Fax. Finally the Notes text field at the button of
these details can be used to type any information regarding the currently edited contact.

19
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Make sure to press the Save&Close button to save the contact you just added or the details
you changed.
Edit the contact by double clicking on it. To delete an existing contact, select the contact and
use the Delete icon to remove selected contact. Multi contact selection is also supported. To
send a new email to a contact, right click the selected contact(s) to select “Send new email”.

mimEEE +EAFEAER o e LHEEME A KRR o HEEN - REEMA A o R EST
MY - A AT > Bl ERAY ID..

(S "HIEBAENT - AT LA E RIS SR ESAED - S o 5 R TR R SR i 18 E M S S -

B "HEZ" ML 1§J m%ﬁﬁ PR EE © il o ERk NEVERSCRRG TS - ELA T DU 2K B
AR & Al N EREER -

AT IREILRARE" T AORF A TR IS e AR A o T N AT R A o ZEMER—(E

BAHEE A > JeBERERE A > WA TR B RIPREEE AL -
B RS HAE NBE  BR—(ERTE A A AR > B R

My Contacts | Demo Demo

O | oo Q,- SEARCH...
Move Delete Mare
demo@demo.com +852 1234 5678 SyncMail
| demol demol@test.com
. | demo2 demo2@test.com
FULL NAME & EMAIL PHONE COMPANY
Fs
General info
My Contacts
Demo
Email: demo@demo.com

Phone: +852 1234 5678

Personal details Business details
Nickname: Demo User Company: SyncMail
Home phone: +852 2222 2222 Position: User
b
. - .
Notes

CONTACT
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1.5. Working with the Personal Organizer in WebMail | WebMail 7 A
EANEEE

Having time management and mobility needs in mind, the CloudMail Email Server comes
with a Personal Organizer module available from both CloudMail's WebMail interface and
Outlook email client. The Personal Organizer comprises tools such as calendar, tasks, journal,
notes and collaborative support. Those functions will open in Standard Interface.

This section aims to explain how the hew management tools can be used. Each of them -
calendar, journal, notes, tasks - is described in a separate subsection, with all its features
and usage alternatives.

TR BRI By 75k o CloudMail 5 4 fiR 7 53 7 (B A f5 B 32 55 > 6 CloudMail 1y
WebMail 71 f Outlook 7 7B} (RFl Filiichth A - {8 A s a e T H. » 40 I - (575 - Ha > 4530
RIGIELIE - BT R E -

AE RSB EERT YV E B TR LIEN - &0 - BE > B - E50 5% -0l GEEB0/ i
ot > HETAIEEAE R AA -

1.5.1. Working with your Calendar | i H &

The Calendar helps users plan and schedule their work-related or personal events and to have
a clear and detailed view of their work, thus enabling an improved time management. To
access your Calendar, you can either click the Calendar icon on the left hand side of your
WebMail account or click on any day of the calendar displayed in the lower left corner of the
interface.

H AT LUE B A P a e A2 HR L A R S8 AR S BRIt M T IR BYsE4ETR e - fem 6 P resoE

R EH - B HE - IRAILg— T~ "HE” BRI HEREELHT Webmail ik == RIHTER
BGREEEE T A — RAVH EEUR -
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The upper button bar displayed when the Calendar is accessed gives access to the following
options:

New meeting - creates a new meeting. To create an event in a certain day, either
select it first using the calendar. Use the left and right arrows to change months
Today / Current Week or Month - display the current events in specific view

Day view - displays the events for one day at a time

Week view - displays the entire week

Month view - displays the events for the whole month

/3] H R IR 2 SR | T ARSI 51880

e - Al (ERE R - HAE —EEGPE R SCEEEHHBEREE A - #
FIZE > A RmER AR

SR EREIA - BRERIAYER/E A E

H il - R —RAYELF

FETlE - BURE(E 2

FARIE - o A Ay

Creating a New Meeting |8l &5

When creating a new meeting, you have to first type a Meeting Summary (required) and then
a location, specifying where the event takes place. You can either create an event that lasts
throughout the day by checking the All day event option in Time Interval, or you can specify
time period for the new event. To do so, click the date and time selection boxes for both the
Start and End date of your event.

& AR G ek > R el A (B S 3#sss (R o RIS E RS ERLE - A DUER;
MR A i — (EE R —RRAY & DSB8 - S DURr RSB R - EMEE 8L > (REE
BIYBAARAISE R H HEY E BRI R AR -

My Calendar | Demo Demo New Meeting

ose Address Book Discard More Close
o mmar My Calendar
Location:

Starton 09/06/2017 at 12:00AM

time interval

Reminder: reminder only all day 15 minutes before

Occurs: Once

End on 09/06/2017 at  01:00 AM

Attendees: : AVAILABILITY

Should you like to be prompted that a certain event is about to start, check the Reminder

box and set your desired time interval. You can also use the available text field to type in any
details or explanations regarding your current event.

Set the events transparency to "Busy" or "Free" using the “...” (More) Icon drop-down menu in
the “Show as” section. This option will affect the resource availability displayed in the
Free/Busy tab. More information is available below on this page.
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Save & close Address Book Discard More
Print

Enter meeting summary

Location:
| showas > [N

Tentative £

Occurs: Once time interval O Busy =
End on C © out of office

&

To save your event, press the Save & Close button. To abort configuring the event, hit
Discard. There can also use the AddressBook button or input email address in
Attendees button to invite others to attend the event you are creating.

Existing events can be edited at any given later date. To do so, select the desired entry by
double-clicking it, regardless of the selected view type. After making the needed alterations, hit
the Save & Close button.

Should you like to delete the entry, press the Delete icon added to the editing window.
WIS AEAEE— {85 & B BIREE R VR - SE BRI E AR ]I BT IR T P o A0 AT AR AT A
HISCARRAL T i A SRR & RIS R E e EORE - (EH 7 (B3R “Bnk” *EDT B R

ERER T s FET e ﬂrti%ﬁlﬁﬁ%%i%ﬁlﬁﬂ%EP?&E%EI’J%:?EﬁﬁETéEE’\J’FE/% © EEEER - Fah H T E
AE{EHE -

B TORFEHISEAE - #2 “IREIGRART" #edlt - P IERCERVEICT » # T R o T DU Ak S g et
£ CHEET b A E TS AoAL - BEHM A SIIRAT R A -

WOl 4RiE A EF - BHEE B BIERFENGE - W N e SR TFREENSCER - IR
5t

WERIFEMEREAEE - 2 “MER" B IIE s e -

Inviting Attendees| #3555 #

To invite Attendees for the meeting, you can also use the AddressBook button or input
email address in Attendees to invite others to attend the meeting.

ERF L ESINGE  CER DE R A SE R s A S & nYE T E S B A A S & -

Starton 09/06/2017 at  12:00 AM

End on 09/06/2017 at  01:00 AM
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You can also check the Free/Busy status by hitting the “AVAILABILITY” on the right in the
same line of Attendees. The attendee availability will display if the user editing the meeting has
the 'Read Free/Busy status' permission on the attendee's mailbox. This feature is available only
in the WebMail interface.

T DU R ERA RS AT A EICAIRES - AR PR R 2 0E R ED
A FEAUICIRIREE 31 R > AIE RS HEIICERIRRR - LEThREMEE WebMail 17f o 7]
F -

Check availability

Options

09/07/2017 at | 12:00 AM
Time interval

09/07/2017 at | 05:30 AM

You can Enter the Attendees / Resource email address on the left and hit (+) to add the
attendee to check the availability. To remove the attendee, you can hit the “Trash” icon in the
Options at the right of attendee name. If the time slot is occupied by meeting for the attendee, it
will show the Busy status during the time range.

Press OK and it will fill the Attendees in the meeting.

Hit the Save & Close button, it will send the invitation to Attendees.

o] Dl A2 TS ERE T E a hl > WEEEE (+) IRnE e DUgE T R - BEEREEE > &0
DR H e & s A ey SR vE p B <Hr SR A B o SR e R S EH A AR » RIS e R e B
RICERIREE -

2 OK > BRI SR HIHEE -
BHELORAILRARATZ S - TR A R S A B
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Attendees will then receive an invitation email in their Inboxes, prompting them to take
action:

&G B RS — BB EE T B eI o (e TRRE T -

Meeting

Demo Demo to Me Wed, 09/06/2017 02:02 PM

/?_ You haven't yet responded to this meeting invitation.

ACCEPT TENTATIVE REJECT CHANGE TIME

Demo Demo has invited you to the Meeting mesting.

Occurs: Thu, 09/07/2017 at 08:00 AM
Duration: 1 hour

Organizer: Demo Demo

Attendees: demo?2

The available options are to Accept the meeting, to accept it without guaranteeing
attendance - Tentative, Reject it, or propose another time by Change Time in the event
details. You can also view the details of the event by click on Subject of the meeting.

When an attendee takes a certain action, other than Change Time, the organizer
receives a notification email that requires no further action to be taken.

AIRRERRA B a0 B AR R 0 CEDET o IR o Sl CESONET fRE
— ] - A ] DUS A R R & R AR VR E SR A

B T IEMERENE (BR T R ) o SRR AREERE T E T - A RERAUE S
Declined:Meeting

demo2@trialll.absolvo.net to Me Wed, 09/06/2017 02:10 PM

demo2@trial11.absolvo.net has declined your invitation to the Meeting meeting.

Occurs: Thu, 09/07/2017 at 08:00 AM
Duration: 1 hour
Organizer: Demo Demo

Attendees: demo2

If, on the other hand, the invited attendees have proposed changes to the meeting, the
organizer will receive an email prompting him/her to take action. The available options are
Accept/Reject changes or Change Time to propose a new time of the meeting.

ST > ARBEBFHIHE B EE g o S GRE BB T EE - SR AR T -
F] FHEY BRI R 52 1R 46 5 5 O AU T P2 HH e TR ]
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Proposed changes:Meeting

demo2@trialll.absolvo.net to Me Wed, 09/06/2017 03:37 PM
ACCEPT REJECT CHAMGE TIME

demo2@trial11.absolvo.net has proposed changes to the Meeting meeting.

Occurs: From Thu, 09/07/2017 at 08:30 AM to Thu, 09/07/2017 at 11:30 AM
Duration: 1 hour

When dealing with proposed changes, attendees have one more option, Tentative, which
gives them the possibility to accept the changes partially, without guaranteeing thy will
actually take part in the meeting.

IR BT - HE SR E 2RISR WESMMREETA RS - (RIGSIERAY TN -

Meeting

Demo Demo to Me Wed, 09/06/2017 02:13 PM

’?_ You haven't yet responded to this meeting invitation.

ACCEPT TENTATIVE REJECT CHANGE TIME

Dema Demo has invited you to the Meeting meeting.

Occurs: Thu, 09/07/2017 at 08:30 AM
Duration: 1 hour

Organizer: Demo Demo

Attendees: demo?

Important! If participants to a certain event take different actions when changes are
proposed (i.e. some accept them, while others reject them), the organizer has the final say.

HE | RS HEFRNA FTER L RS - (A—S2ZEHDEEM
) o SR ARA RERERE -
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When inviting others to take part in a certain event, the event editing window will also be
modified. You will able to check the "L’ icon for Attendees, showing the course of action taken
by those invited. The available status options are 'Accepted’, 'Declined' and 'Tentative'.

A S — AR E AR o BRI s - L E R E R B
R ATERAGITTED - W HAVIRREESE BT > BT R "HE”

My Calendar | Demo Demo Meeting
° : : i
Y M ooo
Send Address Book Delete More
Meeting
Location:
Start on 09/07/2017 at 11:30 AM
Occurs: Once time interval
End on 09/07/2017 at 1230 FPM
Reminder: reminder only 15 minutes before
Atendees:

,E "demol"” =demo2@trialll.absolvo.net>;

Availability

demo2 Busy
Responses

demo2 Accepted
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Reminder options | $EE5ETE

If you have chosen to be reminded of a certain event, at the specified time, a pop-up will
appear at the given time and date. If no action is taken, it will reappear each time the
WebMail interface is automatically refreshed. Alternatively, you can have the reminder
postponed using the available snooze options ' in the right of the meeting, by choosing a
repeat interval in the corresponding drop-down menu and by hitting the Snooze button. Use
the Snooze All button to snooze all pending events.

WERARCACEERE T — (@R ERNSEG - (EIRERRRIERE - —E R E R R4 E R IR H A -
B REUET{TE > B EHHE K Webmail FLiE 5 &) RilH 6 - 805 > ] DEGRIVGEFER
FEHATHRESETE (O o (EAHFERY T ThRE R P R B R R AT R HEER o (2R $ Ak
AERRFTA SRR BR B -

1 reminders

10 minutes
15 minutes
30 minutes
1 hour

3 hours
1day

1week

(S SNOOZE ALL () DISMISS ALL

If you want to see the details of an event you are reminded of, click on the specific meeting.
To dismiss a specific task, press the (- dismiss option at the right of the event. Use the
Dismiss All button to discard all pending events.

MRIRAREFIE EERRAOANET - BRI it - TRARH — BRI » BERA BN O &
o EA R EMERIZER - B RTHHERFTA EREAT S -

Important! Further settings that determine Calendar behavior need to be set on the
Interface page. Each user needs to set the correct Time Zone and the Week start date in order
to have deadlines and start times displayed correctly in their Calendar.

ER | BT HEEA HENE —PHEE - BREE A& F T E LR E A
& BB I - A REAREIIR - M 8 T IEMERURBIGRH -
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1.5.2. Working with your Tasks | EFR{E#%

Tasks helps users organize their work-related tasks and collaborate with others on ongoing
projects. By enabling them to permanently check the level of completion, tasks offer a clear
and detailed view of their workload. To access your Tasks, click the Tasks icon on the
left hand side of your WebMail account.

R A o F F4H 8 Y TIFAERA A S B LM IEAE TR ZR » AL FIRE S0 Se it - TIF(E
¥

fEft TUIMERISEANAY LIF & - SEHREHVETRS - f— TRUERHY Webmail IREAVARIFY “EH%" B -

@ NEW My Tasks | Demo Demo

My Tasks

Christmas Event None Not started

Company Presentation Today -_—

M T W T F s s

TODAY: 09/06/2017

The upper button bar displayed when the Tasks are accessed enables the following options:

New tasks - creates a new task.

Filter - filter the lists of your tasks

Move - move the selected task to another task folder
Delete — remove the selected tasks

You can also use the task bar “Click to add a new task” to click and input a new Task
Summary. Press “Enter” to create a new task.

EITE AN _E RO TSR RS 5 R A2

FEIERS - Bl —(EHTHIER -

R - SRR

g - BT BB S — (AR BRI
MHBR - MR ATiss (RS

AT LMER RS "% — FEURIDEH IR % — Ml A e EBRE - 1% " A" SEATE
% -
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Creating a New Task | Bl HI(T:

¥

When creating a new task, first type a Task Summary in the corresponding text field, then
set the task’s completion deadline using the Due selection box. If you set a due date, you can
use the option Due on and click on the calendar icon, you will able to use the left and right
arrows to switch between months, and select the specific due date for the task. You can also
use the option “Daily, Weekly, Monthly or Yearly” to define a repeating scenario.

BRI ERTEERS > B AR BRSO LT i A — (B R - MR ERE R B RIS
PREA - AREECEZHIHE] > Lol LAER 2087 B8 - 2MM&TE— N HEBEDR - R LAE G RGEH
FER(E H 2 UG - R ERZEH R ERIIE - Er DR “FH - 58 > GASEE" BEK
TEFRERATG R -

My Tasks | Demo Demo New Task
° - : |
- (i
Save & close Address Book Discard More

Due: on 09/06/2017

September 2017

N: T W T E s 8
Reminder: none

28 29 30 31 1 2 3
4 5 6 ° 8 9 10
Assign to: 11 12 13 14 15 16 17

18 19 20 21 22 23 24
25 26 27 28 29 30

TODAY: 09/07/2017

Furthermore, you can prioritize tasks using the ... More -> Priority drop- down menu.
Available options are: 'Low', 'Normal' and 'High'. To keep track of the completion process,
scroll the Progress bar to update the percentage of completion.

BESN o ST DAEE R M RDRER P EHRY " () > BILFf seEE A
AREEA © YK - IEET MR o ZEERHEAVSSEGRIET o TRENEREMLUE R sEp g At

My Tasks | Demo Demo No summary ‘J'RL
(- ] Iy I X
Save & close Address Book Delete ' ore Close
Enter task summary _ My Tasks
J Priority + High
Due: on 09/08/2017 + Low ®

rogress

Reminder: none

Assign to:
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Should you like to be prompted a reminder on/before the due date. Use the Reminder
option and set your desired time interval. You can also use the available text field to type in
any details or explanations regarding your current task.

WIREA L AR H Z AR - SF iR E - e E AT AR AR PR o o8 n] DU A A Y
SCARRIAL T i A BE Y & RIS R T A B iR -

Due: on 09/08/2017

Reminder: reminder only on due date at  09:00 AM
) on due date

Assign to:

one day before
two days before

Here is the explanation for the task three days before

1. Setting the Task one week before

2. custom

To save your task, press the Save & Close button. To abort configuring the task, hit Close or
Discard. Use the Assign to option to have the respective task assigned to specific user. In
order to receive future updates about its progress, you should assign the task to one user only.

Existing tasks can be edited at any given later date by double clicking it. After making the
needed alterations, hit the Save & Close button. To mark a task as completed, use the
corresponding icon placed next to the Progress status icon.

B TEIECHVER; > 1% “ORFAIRARE" &8l - P IbRCENER - 2T "B = “EE - EH
YRR BRI EB S ECERIEMF o K T HUCABHEREAURACE R - EIEZRHER
GE—EMHPE -

MERT N E > W] DME R4 E RV H BRI A I ERS - Frif HAVSeEE - fOrfrILRaRAT s -
P E RS RGIRRE B R 55 B A FE B R AR AL B E 52K
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My Tasks | Demo Demo . .J;l
N7 M e
4 L (L]
Filter Move Delete More
Click to add a new task O
)
Company Presentation Yesterday -
PPP Fri -
chris None Not started

Should you like to delete the entry press the Delete icon in the editing window. Additionally,
you can use the delete icons on the menu bar or check it as completed.

AR e B AR SRR TR BT - BEAb BT LAE PR DB R BRI ek
BTEES -

Assigning tasks |53 EC(EH

You can use the Assign to option to have the respective task assigned to specific user.
Input the email address in the Assign to field. It will also have auto complete feature to check
the email address in your contact or domain contract list.

BRI " ECE” BEIRAE e R DS TR ERT R « 72 “2BCE)” ML A E T ER AL -
CEREAEESERIIRE » DUARE SRS A Bl & [EDE A Y E T E L -
Due: on 09/08/2017

Reminder:  reminder only on due date

Assignto:  demo

demo2 <demo2@trial1l.absolvo.net=

Demo =<demo@demo.com>

Demo Demo <demo@trialll.absolvo.net=

My Tasks | Demo Demo PPP
© [ =
- (L
Save & close Address Book Delete More
Due: on 09/07/2017
Reminder:  reminder only on due date at 12:42 PM

Assignto:  "demo2" <demo2@trialll.absolvo.net=

Press the Save & Close button and send the task request.

PR BRRFAZ SN0 S A RS K
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Assignees will then receive an assignment email in their Inboxes, prompting them to take
action:

2B NFE—E D ECAE M PI A TV E - (e EMMTRETTE -

= ™ Y (1)

= L = S = >/ Tl

Demo Demo to Me Thu, 09/07/2017 12:41 PM

'3\:?_::' You haven't yet responded to this task request. ACCEPT REJECT

1 attachment @

B PPP.eml

VIEWALL (1) ‘

Demo Demo has asked you to perform the PPP task.

Start: None
Due: Thu, 09/07/2017
Progress: 30%

Description:  Here is the explanation for the task

1. Setting the Task
2.

The available options are to Accept or Reject the task and the organizer receives a
confirmation email.

Assignees will found the task will saved a copy in their task list when Accepted the
task. They can update the task and press Save & Close. It will send the update to all
assignees.

RS BT SRR TS - A e — B e T -
2 N RIREH E2 E R R R RS o MPTATLU (B - ARt -
EEH TR EATTE 2R -

Reminder options |fZlE7ErE

If you have chosen to be reminded of a certain task, at a specified time, a pop-up will appear
at the given time and date. If no action is taken, it will reappear the WebMail interface is
automatically refreshed. Alternatively, you can have the reminder postponed using the available
snooze options © on the right of the task, by choosing a repeat interval in the corresponding
drop-down menu and by hitting the Snooze button. Use the Snooze All button to snooze all
pending events.

WMRIRCEAETEE R B T —(EF (T felE - —(EPREI B i SR A 4a T e e AT T - 20 RA R
HUEITE) - X Webmail i 5 BIRHTHF C & R B - 563 > @] DG T EE e O JER > £
FHRE By T DI s R e R R A T S AV EEor - (8 P B ESATE  ACEIAFT A R B Y S
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3 reminders

1hago Meeting NS,

20h ago test

10 minutes

15 minutes
30 minutes
1 hour

3 hours

— — 1day
(1) SNODZE ALL (=) DISMISS ALL

1week

If you want to see the details of an event you are reminded of, click on the specific task. To

dismiss a specific task, press the () dismiss option at the right of the event. Use the Dismiss
All button to discard all pending tasks.

MFARABEEOHERRAVANET  #5— TR - TR AR TR 5 MERABINERE O i
o (EFEOHRRZS - BIATIHERFT AR SER HIERS -

Important! Further settings that determine Tasks behavior need to be set on the Interface

page. Each user needs to set the correct Time Zone and the Week start date in order to

have their Tasks deadlines and start times displayed correctly.

BE | E-DEEBNETTR > FEXE N HNEE LRE - FEEHEN R E
A HSF L A Y Brida

1.5.3. Working with your Notes | {#FH&GHVEED

The Note tool allows you to add quick notes while working. Notes are best suited when one
needs to write down something very quickly and has little time to add more details. To
access your Notes icon on the left hand side of your WebMail account.

TAER - TR s R EN SR - MR RE S EE R EIER A AR VAR E 2R
TARHYIRTE - SiFEEHIERS o i T RHEGH) Webmail iR SZEHIFVEDR -
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(—I:—) MW My Hotes | Demo Demo
Move Deleie  More
fd C] Metes 2 for test in China M PH
Notes 2 For test on Dec 2017 caea PM

Date: 2017 Sep Working on the project 1
date Dan for dinner cxon PM
Martin tel: 99984868

PreEpare spec. information S208 FM

September 2017

-;:.o:-:-m
112 13 4 15 & 17

|13 om O om@m I oM
B K I B B B

T ST 00 T

When hitting the New note button a small pop-up window is displayed.

B R IR R SR L N B PR

My Notes | Demo Demo New Note g {_';_'i
—
° A coco x
Save & close Discard More Close
My Notes

David tel: 12345678

Type the note in the given field and press Save & close to save your notes.

Notes can be edited by double clicking on them and deleted by clicking their corresponding
delete icon.

TP A - SRR RIBAR DR IR S -
SEREH T T D4R A R B A TRy R BT M B 2 -
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1.6. Configuring Account Settings in WebMail | ZWebMail FA7&R =33 &

To access the WebMail account parameters, click Settings icon (left bottom corner), and click
Settings.

Z5H Webmail iIRFEV2 8 > 7 — TaEER (£ 1A) o BERE -

In this section users are given access to eight configuration tabs:

General - containing options relative to the user's personal details;

Interface - gives access to settings managing the webmail account preferences;
Sharing permissions - gives share access to your folders (allow other users to see
your schedule or send emails in your name);

Remote Mail - this feature allows you to organize user's communication by retrieving
email from other remote POP3 accounts; (Only available if the service enabled by
admin for the user)

Filters - gives access to filter configuration using the CloudMail Rules Wizard;
Aliases - request one or more temporary alias (email addresses) and view settings;
Import/Export - gives access to import and export contacts;

Info - quota related parameters and system shortcuts can be viewed in this page;

FEAERT - P E]ET BT 8 EACESEIH

A - AR EPNEANER,
11E - B Webmail 1 F 588 Im gL 2
HHEFATHE - BRI SRR (GEEAM A P E S RIS DU 4 £ 38 4 8 150

)5
I E T - PETRE ST A SR LM 2l POP3 iRk S Az Eoqth POP3 B ({8 & admin f fi
&R 2R )

EtmAz =\ - (EFH CloudMail A5 RIS o] LA fife e AV ACE,;
Al - R (ARG A4 (BT B3yt ) MR e E,;
HJHEH - R DA AKIRE Hi AR A

Bl - AR H I ] LA B AR B 2 R A A bRt i,
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Settings

1.6.1. General | —%

While on the Personal Data page, users can define personal details such as their first and last
name, change the current password to their WebMail account or fill in Business Details.

£ EAERT Hil o (EHEIEETEAER > Flao ey - e 5 A ey Webmail
IRV ETSEE R S E SR R RN -

Full name Demo Demo
Mobile phone

CREDENTIAL RECOVERY

a single archive folder ipts (7

Ask before sending

Account info | IR5%&:

To set your Full Name, use the Full name text field. Press “...” icon of full name field can set the
Full name details. To set your Mobile phone, use Mobile phone text field. Press on Mobile
phone can switch to set the Home Phone and Work Phone. To set your Personal details and
Business details, use the MORE icon.

To choose a nickname, use the Nickname field in the personal details. You can specify a
personal email, for non-professional purposes in the Personal email field. Use the
Work phone, Business address and Business email fields to specify your office contact
details.

RERES > ESCAMGT R ER 2 - L EEMNER T E AT E R - B
AT > BERTRCCAMIALTT - 2 T DIV EEE R AV EE A L IFEEE - B E LA E A E NI
EERL - AR EZT

FUEEE—(EUETE - B CUeR” AL A ASEANE R o EE DUEE —(E (8 AN E = JETIERR
HUE N BT B0 - SRR ERES - & S AR K B T B R L5 E (RAUHR A S AR 75K -
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Password change |25 %

The password previously defined by the administrator when creating the account can be
changed from the Personal Data page. To do so, first click the CHANGE icon next with
Password change. It will pop up the window for the password change. Type the current
password in the Password field, then type a new one using the New Password field and finally
confirm the new selected password in the Retype new password field.

JeRl I EE B AR E I E ZHYEES > AILUE “EAER" HlfE o - BMEE R HiE—T
IS 550 B ER - EE R RS o SR WA P A S RIIE - REREA—
(EHT AT - A HERR AT 8 T Y 2R B B R AR S s -

Password change

Signatures | &%

To configure a signature that will be appended to all your outgoing emails, use the Add
signature. Enter the Signature Name and add the signature in Signature Body. Once
finished, click ADD and you will see the signature name in the list. Remember to Save or
Save & Close to preserve the setting in the setting tab. When compose an email, you can
select to use Signature in the Signature field.

FRCERONINEIERTANER IS4 > BRI S - AZRAM - KSR IIE#EARIEX
oo SERTR o HE— TR RHES IR T BRI o SCERFER G ILRAPH APR B S B BT R oY
AE o BERTE TERRY o ] DUBEEE ) Sy A -

Add signature
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Out-of-office auto-responder | H&fj[=]|{&

When user is out-of-office or on vacation, it may need to setup out-of-office notification email
to corresponding sender. Enable out-of-office auto-responder will send email to sender
automatically for this purpose. Tick the tick box of Enable out-of-office auto-responder
and define the time period to turn it on.

The subject and content of the notification email can define in the Subject and Body in Out-
of-office auto-responder. You can use the MORE icon under the Body will pop up the option
to specify the Auto-responder reply to users within your domain, outside your domain, or All
users within and outside your domain (Everyone) by select in the Reply to. In the Autoreply,
it can let you select the frequency for the Auto-responder to same sender. Press Save to
remember the Auto-responder option.

After modifying any of these parameters, remember to press the Save button to save these
changes. Use the Cancel button to undo the changes you have just made instead of saving
them.

B AR A SR - e R R E A E T E R e A - B HBIRER g HE)
% KRBT TG IIATE o FEBERRUIA B Eh (0 RE R B TR

A TR EREAAN A ] LUE 28 H B EHERY BN A © Ea]EH EBEENE THY FZExR

YT > DUBHEAE “[E1E45" s IE H C AV - I8N P EUsiNSMYFTA FIF (Everyone )

EEQ%E%E%%@@ s FEEENEES - BRI LIRIREE FE B ERE—(EE AR o fIRFLIES
fEEIH -

BUiEL2 Bk - FiHE RE L (RFESEN - (B HUY” fH - BEHEEIA ARV -
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1.6.2. Interface | /\"IH]

When accessing the Interface page, users have access to settings used to configure the
behavior of their WebMail account.

B EE > (A E ] LA AR ECE LR Webmail iR SAYTT Rk E -

Low level
First Name, Last Name ems: To trash

wu bars buttons

r buttons

Time zone: Asia { Hong Kong

Date format: MM/DD/YYYY
Time format: 12-hour: hh:mm AM
start day: Monday
EMEBTEWETEF

05:00 PM

Appearance | ¥

The Theme drop down menu allows you to select the theme of the WebMail account. You can
also use the option to display text labels for the menu bars and sidebar buttons.

R MUIINBER DR EEE WebMail IRPRVERE - 38 o] DUE 2B IR R BRI RIBER S AN
SR ARE -

i

Read receipts | E.3#E[E{&

The Request read receipts option will change the default setting of all compose message to
request read receipts or not.

The Send read receipt option enable user to select the behavior when received message
that request read receipts.

AR B PRI AU AT A BE R B Eal Dl RAVBAEE S E 5%
AR Ol PRI (5 P U B B e B R m R T -
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Localization | A<+1E

The Language drop down menu allows you to select the language of the WebMail account.

To specify your Time Zone and Date format, use the corresponding drop-down menu. Use the
Week start date drop-down menu to select a day to be displayed first in the week for your
calendar. The date field is automatically adjusted according to the defined local time zone when
displaying a message. The Time format can select 12-hour or 24-hour.

If user needs to use right-to-left editing, please tick the Enable right-to-left editing tick box. The
left-to-right and right-to-left option will available when editing.

s KRB WebMail IRFAVRES -

(S FAHFERY T AL ThRERFE & RAYBF A1 B #A& =0 - (8 R FA4G H B N A ThRE R B — R~ By
WHES —& - SBURHER - RBE AV & B 8% IR o Bt U DU EE 12 /NIFEL
24 /NEE o

WER(E B TR EZ (L AR AR - 55 AIERATEG 2RV RIH 2B AE - dRigls - REAAFIEMREAE]
TERVEEIER AT A -

Preferences | 15 1H

The Body Filtering level specifies which HTML filtering level will be used when displaying
HTML format messages. The HTML filtering level stand for the following:

No Filtering

Low level filtering - converts the message to standard XHTML

Medium level filtering - generates the email body based on a list of known/allowed
attributes and tags. Anything that is not on this 'allowed list' is removed. This level
removes java script, styles, etc.

High level filtering - generates the email body based only on text components. This
means that only plain text components remain in the message. This forth level is the
strictest and may actually damage some formatting, but it is also the safest.

Use the Delete items drop-down box to specify if a message deleted from your WebMail account
is saved to Trash folder or Permanently deleted.

Choose to ask for a confirmation when an email message is deleted using the Request
confirmation when permanently deleting items tick box.

Check the tick box if user set the Always display personal & business details, when adding
or editing a contact as default setting. The messages can mark as ‘Read’ in specified seconds
if selected. User can also Play a notification sound when receiving new email if needed.

TR ENINE SR EBUR HTML A8 =UHYEM R A Y HTML 3078 €A1 -
HTML e Bl (AR T A

RESAIHTAR S - ERCFER IR XHTML

LSRRI — N TR B AR E A B A PRV EE T8t - (EfF |
S CETFIR PR o RLafos| bR T java A > £5F -

=TS - ERFOSCATT AR T IS - BRI HATSCFEE
WEZOHE - BV R gy > AJREgRE S HEtERasE 1Y -
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fEH “MERFZ" THOFHE A5 ERE WebMail i = R ERAE S22 EIREE] “HkiE"
ERRER Ok AR -

BEFEAE K AMHIER B 2 G SRR A (50 A 5 SR RS PR 2 1 S (R R . -

NRE A B BURNE TSR R &R S I dm s a8 AN Bl &
RF ) BE ) 186 AE » ANREEE - JHE R DUEIRERIM#ENSC R " - (EREZE AL
FEFR BRI B R RUB R -

Message composing | EER{S &

User can press CONFIGURE to specify the format in the drop-down box when forwarding
or replying emails. The font and font size is able to specified when compose new message.
Press Save to remember the Message composing option.

After modifying any of these parameters, remember to press the Save button in setting page

to save these changes. Use the Cancel button to undo the changes you have just made
instead of saving them.

WS SR [EE T E T - (BB A LR BoE 150 MFE RIS - SRR R > R DUEE AR
BEAVUN » SR LGCE S R A BRI -

BUUERELSEIL - Fec i E i TR R ELE L - (B “BUN" fE s w4 A
BT > A E IR ETT -
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1.6.3. Sharing | 3£F

In the Setting Sharing Permissions tab you can allow share access to your folders, access
folders shared by other users, allow other users to see your schedule or send emails in your
name.

E%&E%%E‘Fﬂ%iﬁlﬁﬁqﬂ AT DGR Y ERREY S F R - S E M PRV BRI - BEE A
B EIRAVHRZ B3 A B B A4 -

Global Permissions | &1z 7]
fE

User / Group name

View my availability

Allow Not set

Click '+ Add’ in the Global permissions to add a user or a group of users (only domain contacts
are available) that you grant for the permission. After the selection, click Add and the setting
details will display.

FEEERAVET AT EEEE “HIRIN - IR P4 P (B A ) BT rIRE - BEHEsc 8k
7§ NS E AR E R -

Permissions
ser / Group name
View my availability Send emails in my name Mailbox permission level

Allow Not set Not set

Allow Allow

View my availability

If a user editing a calendar event has the 'Read Free-Busy' permission for the attendee's
mailbox the availability is displayed..

44



&5

BROADBAND NETWORK

BEETHT AT M AR AREE H I S e RIEE CRIREZE RO AR AR

Send Mail in my name

When sending a new email message, another 'From' address can be set if the user has the
'Send Mail in my name' permission for that mailbox.

WL TN S—(E “FE" k3@ E TR > FTMEREAFEEEA “TERN
o OEFRERE S T
Mailbox permission level (Share all folders) | EfEEr a4k A (FLHAFFEERAR)

To share the Mailbox permission (All Folders) to the specified user, select the permission
level in the drop-down box. Select ‘Custom...’ for special permissions. The user granted the
permission can access the user’s mailbox by ‘Open other’s folder’ in the Folder Tree.

THAEFERT A (FrA &P SIfEERVHP £ MUER DB "FroffEds - B "5iT.. &
PR IR - FPITET eI iEHY A F T LA A P RIEE h e R et o “FTRIEL Ay BRI -

Permissions

View my availability Send emails in my name Mailbox permission level

Allow Not set Not set

Allow Allow

Contributor
Editor

Master

Custom..

To edit an existing permission use its corresponding drop-down menu button, to remove
Mailbox permission, select the ‘Not set’. There are 6 levels to choose from:

No access (all permissions are denied)

Viewer (view and read folder is allowed)

Contributor (view, read folder and add items is allowed)

Editor (view, read folder, set/clear flags, add items, mark items as deleted/not deleted
and expunge is allowed)

Master (all permissions are allowed)

Custom (each permission is defined individually according to your needs)

Each permission may be allowed explicitly, denied explicitly or not specified. Permissions act
hierarchically (are inherited on the group hierarchy).

T YmERIR AT AT AT CE A AR R M DIRE AL T - PREPASAVETHIE - BIE RaxE” - 7 6 (Ee!
A 5

e (FFrHESHERE)

fiEs (BRI EE R )

feftE (EF > BEERIQRNeaFIEHE )

Gides CORE - BIREERIC  SEVEREE - RNIIHZE > MER/ MR EE kAW )
T (BeFFRIFTERER)

H&T (EET HEREE CHRERBEER
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FHEET RTHEREE - ATREM LRT A S IAMEBOZ A MUE - ST AHERITT AR (JHEREER LX) -

Share a Folder | &Rk

To control a folder's sharing permissions, go to the folder list on the left, right click on it and
choose the Sharing option. When accessing Sharing options for a folder a list of the already
defined permissions is displayed. If no permission has been previously set the list will be
blank.

FPEH SRR R RE  SEE MRV ERIOE R A EAEE AT B - BRI
BERPCRIANE RN CACERAIET I - AT AR ERYIREZ A/ -

Q-s
Mailbox | Demo Demo
&3 Inbox de
Draft New folder
Sent
Trask
Spar
Archi Mark all as read
Filtes
Public Fold:

Open other user's folders

Click ‘User(s)/Group(s):’ to select user or input the user/group name in the text field. Then
select the permission and click ‘Add’ button. The user/group will add into manage
permissions in the top.

THUE ISR SRR I SR SO L T A R A - SRR THE - AR R
B Hedl o PP AR T P A L -

Share folder: Inbox

To edit an existing permission use its corresponding drop-down menu button, to remove
Folder permission, click the Trash icon to delete.

Each permission may be allowed explicitly, denied explicitly or not specified. Permissions act
hierarchically (are inherited on the group hierarchy). Additionally, resource hierarchies (a
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folder being parent to another folder) also benefit from the inheritance algorithm. In the
Effective Permissions tab you will be able to see what permissions are specifically allowed or
not.

FLUmERER A AR AT n] (0 A AR ERY T HrzCIhRe ezl - MRS alHE - B8 SR AmIED R PR -
(BT o REIANE - ITREM AR SRRSO A RUE © STRMERIT REX (MEREEH EEK) - Ioh 0 &
TR (—EERPCEI S SR W2 EEREE - £ “ARETHE" BE R R
BETIETATHE > B RETERA

IMPORTANT! In the same way domain Postmasters set permissions for Public Folders

EE | ELIRRNT RISV E SRR BT LB

Open other user’s folders | FTEHEAM FH ERVE R} A

You can right click any folder in the folder list and click the Open other user’s folders button
to have access to folders shared by other users. You can either type the email address in the
User field or click the User: button to choose it from the contacts list in your domain. Press
Open to open the user’s folder in your WebMail.

TR LA BRI IOE R B ERE  FTREME A FERI 78 o] LR A
SRHEVERIC « R DFERE R E MO i A TS8Rt bk > sREEHIDIRE BB R Ay g A\ SR P iz
— THF4  HeshEREE - 52 $T58 DUE WebMail TR S HYERIZK -

Dc- S

Mailbox | demo2@trialll.absolv De

5 Inbo;
= NIog New folder

Draft
Sent
Trask

Span
Mark all as read
Archi

Filter )
Sharing
Public Folde

Open other user's folders

Open other user's folders
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WARNING! This option works only for users in the same domain that have set one of the
permissions level (except Not Set) described above.

B | IWEHE AN T P B E R AT e S (PR T AREE)

The folder will appear in your folder tree with their username:
AR BT P 44 & B E AV E R R -

Mailbox | demo2@trialll.absolv
Inbox
Drafts
sent
Trash
Spam
Archive
Filtered Email
Public Folders

demo

[ Inbox 13

If you do not wish to see the folders shared by a certain user anymore close them by right
clicking on the folder displaying the user's name or one of its subfolders and choosing the
Close this user's folder option.

WERIFA LR EIEE PR AERI > @i R T M — T BURH P ery—E &k
ANl SR A L (5 P B Y R KI8T -

My shared folder (info) | FkHYFHHERIIE ([FE)

In the info box, user can see shared folder info when folder name and shared to which users.
These permissions are defined on folder level. This info box used to display the information
only. To share a folder right click on it and choose share in the Folder List.

FEHEE > (EHE BB IHTEN - BRI AE - ZERUE P RURE R
FERAET AR - BRI AT > WAERMIOFRPERE A" -

Folder name Users with permissions

nbox dem

w of the explicit permissic "ve set on your shared folders To change a folder’s permissions, right click its name in main vie
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1.6.4. Remote Mail | ZHE:

When first accessing the Remote Mail tab, a list of the already defined connections is displayed.
If no connections have been previously set, the list will be blank.

EE XM EmEAT BER o ERPERIEERIERE - MIRIAERE - IATERENYIRE
ZEHHY -

Settings

Host Username Options

pop.gmail.com test

To delete a Remote POP3 (RPOP) connection, click the Trash icon corresponding to it. To
edit a connection, click the Edit icon corresponding to its name. In order to add a new
connection, press the +Add button. Whether you are adding or editing a Remote POP3
connection, the parameters you need to configure are about to the same.

PRI POP3 (RPOP) #ifz » 35fe— NEL ZMHEIERY “HISdm™ [ER - Sdmidifs - i — M

SRR TEMARIRIEDR o B TORI0—(EEAVER: > $2 T “+7 IR0 R o SRR RIS 4R i s
POP3 i % » IFEEACENSEUEME -

49



&5

BROADBAND NETWORK

Add remote POP3 account

port: Default
Encryption: None

ntication, if

Retrieval interval: | 30 min

® anew folder:
(O an existing folder:

B Keep a copy of the downloaded emails on the server

Specify the connection name in the Remote account name.
TE IR P A4 HETE E YR AL -
Connection details |ZHBFEEANES

Specify the hostname or IP address of the host from which the emails are retrieved using the
Server address field. To set the port on which the retrieval from the desired server is made,

use the Port field.

Select the desired type of encryption used on the Remote POP3 connection you are configuring

from the Encryption drop-down menu. The available options are 'none’, 'SSL' and "TLS'.

e E Ry VAT S T BP0 PR (EI AR o5 AR el TP fLabrIBifL iR - Tak B R AT R Ay Ekas Fr i H

HY IR (EF] R MR -

(BN Eias LAY POP3 PR & ECENCINE NI R EFAT R AL - o] FAVEHE

“fE” > “SSL” 1 “TLS”
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Login |5k

Use the Username and Password fields to specify the authentication details needed to
connect for email retrieval. Use the Enable APOP tick box to specify if you want to enable
APOP authentication for the respective connection.

fEF "R M EEET BT TiE € R R E T E AR R A - MR IRERA APOP B
% B HYERE > (EFEUH APOP FT2JHIIEARFEE -

Email Retrieval | & H#{Fiz=

Use the Retrieval interval field to specify the minimum interval in minutes between two
email retrievals. Then specify a certain folder of your WebMail account where you want the
emails stored using the Place messages in Folder field.

You can also select if email messages are deleted or not from the remote server after retrieval,
using the Keep a copy of the downloaded emails on the server tick box. Please notice if
you have enabled this option, it will keep the folder have same emails to the Remote POP3
server. It will re-download the missing message if you had moved or deleted any messages in
this Remote POP3 Folder,

(EF PR PRI AL o5 T 18 SR AR 2R A B Nk ] DA 73 38 R AL - PRTRAE E —(EFFEHYSL
e > SRR TR Webmail iR = sh 7 G S T E (RN B BHEE R Wi -

s ] DUESEE S MR AR T B (et Bl e ik as SRR - PRE — (DRI NERHEL ik as_EAYZ)BEAE -
AR AR TEEEE - E G iR EEN POP3 ez iy Bk h A F Ry E T8 - EE&E
N AERIRRE BN ER (T S A2 12 fmi2Hy POP3 BRIRERHTH S -

Remote POP3 Templates | iZim POP3 Fid

Emails from Yahoo, Gmail or Windows Live accounts are now available in your WebMalil
account with the Remote POP3 Templates. Click the representing icon for the Add button, fill
in the account name, password, set the retrieval settings and click the Save connection button
to create a new Remote POP3 entry containing defaults for the selected email provider (Yahoo,
Gmail, Windows Live).

&y Webmail i = 22l POP3 #iA i A TR > Gmail 2 Windows Live E-FE/{-AUIRE - #7— N2
PRFEER > HENRE S - B RERERE > RARE-T RE “HE3 o gl (EEs
THES By FTSE0Y EE TECRR PR (HEFZ - Gmail - Windows Live ) f#y POP3 IEH -
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Add remote Yahoo! Mail account

Yahoo! Mail

Yahoo! ID:

>assword:

Retrieval interval: | 30 min

Yahoo! Mail

B Keep a copy of the downloaded emails on the server

ly available for Yahoo! Mail Plus users

By default, a new folder is created in Inbox named 'Gmail mail', "Yahoo! mail' or ‘Windows
Live Hotmail’. The user can choose not to use the default by edit the Folder field or pick a
folder from the list (in this case no new folder is created).

A N AR (ER R BRI - R Ry “Gmail #iAE" - HEFREL(: “E” Windows Live
Hotmail §y “ - i 5 o] DU E R BAERE SRR “ERI MRzt > SesIR B —(EEkik (fEE
HELT  RAEREHERI) -

When you are done configuring these parameters, remember to press the Save button.

ERSGERICEELSE > ey R gt

1.6.5. Filters | &igfE=

The filter wizard accessible from the Filters page allows users to easily create a filtering
system to manage their email flow. Moreover, auto replies can be set for all or certain received
email messages.

When first accessing the Filters page, a list of the already defined filters is displayed. If no filter
has been previously set, the list will be blank.

e “EntetEs\" Him AT AR e tE U (E A P o] DU Rt Bl — (@I 247 > DUE B MRV EE T (R
2 - S ALEEEBEIE - UL EIRYE T E A
ER KM e HERER T e BVEREAYIR - WA REXCRE > YIRHE

ZEHY ©
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Settings

can use drag-and-drop to reorder your filters.
Status Run | Filter name Options

. » Filterl

. > Filter2

To delete a filter, use the Trash icon button on the right of the respective filter. To edit
an existing filter, press its corresponding Edit button. Click the +Add filter button to create a
new filter.

Whether creating a new filter or editing an existing one the options displayed are the same.

ZEREteiZ= - SO HEAERIE I AEN “Hdm” B - EAREIRARERIE - HHE
Ay "R TR E N WD EtefEst TR o AR (ERTEYETe iR -

ftcm B — (5T R ER Ae R e e — (8 PR A B B RAY BRI A [E Y -

Add filter

Subject contains
From contains test@mycompany.com
ToorCc contains

Body contains

Apply filter for: incoming emails meeting all of the selected conditions

There are 2 steps to create a filter, Stepl is specifying the Conditions, and Step2 defines
the Actions.
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Step 1 Use the Enter filter name text filed on the top to specify a name for the currently
defined filter.

Next, use the drop-down menu to select what conditions should the messages meet for the
filter to apply. Available options include setting conditions relative to the Subject, From, To,
Cc, To or Cc, Size of the message, as well as a customization option accessible by choosing
Custom.

You can further select if the messages filtered should match all or any of the defined criteria
using the corresponding check boxes in Apply filter for.

Step2 use the Actions area to define the actions to be taken (i.e. moving, copying, deleting,
or redirecting it to a certain email address etc.) if an email message matches the specified
criteria.

AlE—-HBEESEAMELEE - P8R (1) BREENMKRME > WTE (2) ELHE -
T (1) (EREARmRiEz(E R E R E R Ee 2l E A -

M (A M A HRE R BER (1 ’f&ﬂ’]ﬂﬂ#é’]ﬁ /%EFEEHE’JE%TM&EE H FH BRI B EE’JﬂHfF
MY 8 - arfFE o WA 208 7 7 IR B P T JHERYAUN > DUREETEEH - nliE
" Custom * (HE]) -

TR DA — 20 RSN IE 80 B (B UCECHYE SRR - (6 AAHFERRZEUT 3R -

BER (2) ERRFE - MRFEFHEENGRA - DIEE B T2 ERIAVTE (RIREH) > =3 bk -
BB E [A) B — (B E AV EE T AR ) -

Add filter

Filter1x

Move to

Mark as read

Flag follow-up

Redirect to user@test.com keep a copy

Click Finish if you have completed.

MBIREESR » #— T S
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To set the order in which defined filters should use drag-and-drop to reorder your filters.
ExREBEIHFEENBES IEHNERMERINMMOBESETERLESF -

Filterl

Filter2

vacation

er your filters.

Filter2

Filterl

vacation

When you are done configuring the filter, press the Save button.
B ICERRIER - TR -
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1.6.5.1. WebMail Filters Overview | WebMail Efifafe =, fifalk

The mail filtering features allow users to create named filters and specify actions to be taken
on the matching messages. A filter is composed of a set of Conditions and a set of Actions.

A filter contains the following:
Name
Priority
Enabled/Disabled state
Conditions Operator: operator to compose multiple filtering expressions (All/Any)

Conditions
Actions

A filtering conditions contains the following

Header: the mail message header the expression to which the matching criteria will
be applied

Operator: operator specific to the header type

Value(optional): a value that the operator may need (depends on the operator)

EFEEIIRE - SUETH PRlEdar R EiRiEs - IECHREAVERR - SREGEERVERTE - B2z —d
R{F A1 — SRR AE R, -

e A EE AT AE

i

BSIEF

B/ FHRRE

PRPEIEA © FEFAER S (EE ISR =0 (ALL/ANY)
R

HAE

G HEEa AT
R ¢ TR S T P OB e BT

HRIE © R E R B
B (EE) @ —fE{E > "JRERZEHE (BUAREIE)

56



&5

BROADBAND NETWORK

Supported Headers/Operators/Values | 7 IERE/EE/E

Header(s) Supported Supported values Comments
R operators RALHIE it
(negated or not)
ALY ENE
(BEHAE)
Subject Contains String When Custom is
To Matches FEB selected the name of the
To or Ccl|ls custom header must be
Cc Begins with specified
bomy | with AT S AL
= = GHperetaTe T
Custom | e 5 € FREHAY AT,
g |
. GBI
i sy | B
P Sei
hix
7t
A%
S
Date Is Select in the provided calendar
H Is since TEFTERBEAY H B B4
Is before
=
=
TEH
Size Is greater than | String describing size, e.g.:
KN Is lower than FER R AN Bl
NN :
LY 1024 (bytes)
1K (1 kilobyte = 2”10 bytes
1M (1 megabyte = 220 bytes)
1.4G (1.4 gygabytes = 1.4 *
2730 bytes)
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Action Data | Z#HETIE
Action Data Type Description
FhiE &k JEAl fHA
Move To String The path to the location is given as
2] ER T UTF8
TE By UTF8 iz B RS K
Copy To String The path to the location is given as
#H =z T UTF8
E Ky UTF8 fir B &K
Delete (none) (none) The message will be moved to trash.
(move to trash) (f%) (%) Z B SRS R
fiI3
(B E s )
Permanently (none) (none) The message will be Permanently
Delete 7k Z il (f) (fi) delete.
B Z B SRR K A I -
Forward To email address |The message will be forwarded to
i 25 ES ErEZH | the given email address. No copy will
be saved.
oM BIRF i 2 B45 E HY - E A Mk
RETEE KR
Redirect To email address |The message will be redirected tc
EEA = ErEZHy:  [the given email address. No copy wil
be saved except the Keep a Copy
option was selected.
% ) JELARE i B8 7 T 1 9 AE Y B 1 B R D
fik - bR T OREE —(EEIA “BEIEGEE T - 02
FHE R ORTT -

58



&t

BROADBAND NETWORK

1.6.6. Aliases | 7%

When accessing the Aliases tab you can request one or more temporary aliases that can
be used for publishing on the web, subscribing to various sites etc.

B Rl BRI o (R AU (2 R A o B TR AEAE RS B3R - SRS TR
e

Settings

When you click the Generate button the server automatically creates a random valid
alias (out of letters and numbers, in the same domain as the user) and activates it. As long
as the addresses exist they are treated as account aliases, meaning mail sent to those
email addresses is received in the user's Inbox. It shows N/A at the beginning and
confirm once you press the Save button.

BT ERC fE o Aikss e BB AR —(EE ARV RO H (FRERIELTT > AR [F—{E
BCPHIE B o SERENE o HEFAERIALAL > M PIRS AIRSER S o B REIUE L T E A ik
AT BRI AFAET - BRYIN [ ABHEE - WHERE TR T “OrfF" Htt -

Your changes have been saved. ‘ X

Settings
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They can be manually deleted by clicking the Recycle Bin button next to it or automatically
expire after a specified period. The expiry period as well as the number of temporary email
addresses you can request are set by the server administrator at domain or account
level and cannot be modified by the user.

Please notice that you need to notice your server administrator to add the address in
Sentry-EDS to receive external messages.

The Permanent aliases (info) will show your email address aliases list. You may have
more than one entry if Domain Admin assigned user aliases to you.

FICAF-EOIESR - $5—T “[Eluauk” #2555 - St e R BB R - HfEAR 85 E B R ER
PR A E S R DR, — SREGHF Y B B2kl - AT DLZDK > REEH A BT -

LR BRESMEHRGET E/E Sentry-EDS FRINIALTTAL LIRS METE S, ©

KA (&) FEREHY e-mail firkkRl#%12= - WESEH SR F R ERTREE—
ELL FHYIEE -

1.6.7. Import / Export | A /FEH

Press the Import / Export button to import external contacts that were saved locally
and export the contacts.

f “EANEL" fH o AN ORI AEA Ay AR N\ NIPRE T A A -

Settings

er: | My Contacts

: | Microsoft Outlook

My Contacts

enore duplicates

Contacts files must be in CSV(Comma Separated Value) format!

G NEEE CSV (E5 sy miE) & |
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Import contacts: click the Browse button to specify the path to the desired external
contacts, select to import contacts in a new folder or existing folder, and then click on
the Import button. Should you choose to abort, press the Cancel button. Import
policy can define the action for duplicates.

Any new created mailbox has by default two public folders in the root of the public
folder: Domain Contacts and Public Contacts.

The Domain Contacts folder is read-only: no items can be modified or created in
it, it cannot be deleted or renamed, no folders can be added to it, no permissions
may be changed on it.

BNEEN 45— "R AR AT R AN B A B o B (Y BRI N
ey BAGHEE N > 2N BA " - IRIREERCE - T CHUHT fl o BASKRES
A DATE R E AR AVED(E -

{ETHTREAVERRS - THER S N A ALERIRAVIR H 8% TRYAILE R © DIRE B A
NFEHE A

Ik “HIEE N ERIOEHEEAY - /xﬁ{:?{Tﬁu%TLMEZﬂQ‘EfUZEU@E’J EARERMER e E a0 1R A
& I LURIIENE » IR A A E

NOTE: This applies for all users in the domain, including postmaster!

R EEANTAEREAE » f1E postmaster |

The content of this folder is automatically and dynamically updated by the server
and contains all the email addresses for recipients in the domain.

Public contacts can be added only by the domain Postmaster in the same way
explained above.

Export contacts: Select the contact folder and the export CSV format, and then click on
the Export button to save locally.

ERPAE - BENBIREE R RS - WA EFTASEI A AR E T EEF AL -

/AF%E LGN ] DUE FIsE B R R AL b AT R ARRIRY T EUIA -
PEHAHIRE A - BRI NERCE L, CSV AR - RMRIE— T "I f28l > EAHIIRST -

1.6.8. Info | (=&

The Info page contains quota related parameters and system shortcuts details.
HENH A & EC AR R 2 B S 4 R S A 4T -
Used quota | {5 FHECEE

It allows users to view data relative to their mailbox quota. They can verify at any time
the total quota of their mailbox, their used and remaining quota.

The Total Quota value is set by the server administrator and cannot be modified by the
user. The used and remaining quota values change dynamically as the WebMail account
total message size changes.

B EAEEEERMMEVEFERCER o (o] DAE T IRHE A A TR S8 R AR R BC 8
ACEH4E & -

e EER ARG EEARE > WARRHAFBE - AR E BRI
WebMail i = E R AIEEAR/ NAIEAL -
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iCal / WebCal access | iCal / WebCal 55

It provided URL for iCal / WebCal access. User can setup in the mail clients that
supported iCal / Web Cal.

FEfE URL 45 iCal/ WebCal /5 - F FPILAER B 7% iCal / Web Cal fyE{4-FH F i -
Shortcuts | P

WebMail shortcuts can be viewed in this page. The shortcuts assist user access the
function quickly.

WebMail trigg# - afE HEER - B n] DB S HE R ThaE -

Settings

our 100.0 MB mailbox

Ctrl+ P i/ 1ite d in the item view/
Curl+5

Ctrl + Shift + F

Curl+R

Ctrl + Shift + R

SAVE & CLOSE
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