BRI
N
. e
Sl
i) ! X
¢

exr COLLABORATION

Malil User Guide

Version 2.1




Mail User Guide 2.1

Contents

Contents
1 Preface. ..o 4
1.0 OVBIVIBW. ..ttt ettt e e oo ettt e e e e e e e e bbb n e e e e e e e e e e aeeeeees 4
1.2 Why uses Mails @appliCatiONT?.........ueeiiiiiiiiiiiiiiieieeeeeeeee ettt e e e e e e e e eaaeeeaenns 4
1.3 ADOUL thiS AOCUMENT.....ciiiiiiiiitee e e e e 5
1.4 References & Related dOCUMENTS..........uviiiiiiiiiieiiiieee e 5
Related DOCUMENTS ....ooviiiiiiiieiee ettt e e e et e e e e e e e e e e e e e e 5
2 Overall INtrodUCHION.....ccuieeeeeeiiiiiir e s 7
3 How to use Mail?.......ccociiirrnnnnsssssssss s 8
3.1 ACCOUNT MBNAGEIMENT ... ..ttt e et e e e e e e e e et e e e eaa e e e eea e e eeennaans 8
.11 A @GN BCCOUNT ..ttt e e e e e e e e e e e e e e e e e e e as 8
3.1.2 EdIt @N GCCOUNT....ciiiiiiiiee ettt e e e e e e e e e e e e 12
3.1.3 DeIEte N @CCOUNL......cuuiiiiiiiiiiiiii it e e e e e n e e e e eennes 15
3.2 FOIdErs ManageMENT.........cuiiiiiiiiiiiiiei ettt e e e e e e e e e e e e e e e e eeeaneeee 17
3.2.1 Add @ NEW FOIUT ...t 18
3.2.2 Add @ NEW SUD-TOIAE......uueiiii e e e 19
3.2.3 RENAME @ TOIURT ...ttt e e 20
3.2.4 REMOVE @ TOIUC ... e e e e e e 21
3.2.5 Mark all MESSAQES @S FEAU........uuuuuuiiiiiiiiiiiiiiii ettt e e e e e e e e e e eeenees 21
3.3 M@l MABNAGEIMENL. ......eiiiiiieiiiiiitiie ettt e e e e e e e e e e r e e e e e e e e annaas 22
I 0 K € T= i 10 F= 1| TP PP PP P OO PPPPPPPPPPP 22
3.3.2 COMPOSE 8 MESSATE. ....ceieeeetittiinae e e e e et ee et eeeat e e e e ettt e et e ettt e e e e e e e e e e e eeesseannaanns 23
G TR T I 1 | SR 27
3.3.4 Reply messages to the SENUET.........cooiiiiiiic e 29
3.3.5 Reply messages to all related people...........uuuuviiiiiiiiiiiiiiiiiiiieee e 31
3.3.6 FOIWAId MESSAQES. ...ceeeiiiiiiieeeeeee e ettt et e e e e e e e e e e e e e e e e e e e eennnanns 32
3.3.7 Move mMesSages 10 fOIUEIS........ooueiiiiiee e 34

Copyright © 2000-2010. All rights Reserved, eXo Platform. 2 of 74



Mail User Guide 2.1

Contents

I
.38 MBNAYE TAYS. -+ttt ee ettt 36
3.3.9 RePOIt 8 MESSAQGE 8S SPAIM....ccutiiiiiieeiiiieetiiae et e et e e et e e et e e et e e et e e et erernaaeeeneees 41
3.3.10 DEIBLE @ MESSAGE. ...eeeeeeeiiiiiiiiiiee e e e e e ettt e e e e e et eeeeenae 42
3.3, 11 EXPOIt MESSAGES. ¢ et eeeeeeeeeeettie e e e e e et et e ee e s e e e e e et e e e e e nnn e e e e e e ene 43
3.3.12 MOFE BCHIONS. ...ttt et e e et e e e 46
3.3.13 View and filter MailS..........coooiriiiiiiii e 51
3.3.14 MANAGE FIIEEIS. ...t 54
3.3.15 Manage the AdAreSS BOOK.........cccceiiiiiiiiie e e e 59
R B G o [ = T Y= o | PSP UPPPPPPTR 65
3.3LL7 SEAICI L.ttt a e 68
3.3 18 Mall SEUNGS. .. ettt 70
3.3.19 Maximize the Reading Pane............cuuiiiiiiiiiiiiiiiae e 73
3.3.20 SOIM MESSAGES. ...cceiieeeerrrrrni s e e e e e et e eeee et e e e et et et e eeees e r s a e e e e en e e e eneaeeennaeeenes 73
L N L S =] 1 74

Copyright © 2000-2010. All rights Reserved, eXo Platform. 30f74



Mail User Guide 2.1
Preface

1.1 Overview

Beginning as an Open Source project in the year 2002, eXo is well-known as the industry's first
Java portlet container. With the aim of dominating the potential portal market through robust
and easy-to-use applications, eXo Project succeeded in attracting consumers in the whole
world. eXo actually opened the floodgates to various options in many markets, and customers
have been choosing eXo as the best method for their success.

The eXo Platform™ software is a powerful Open Source corporate portal and content
management system. Users of the platform have a customized single point of access to the
company's information system and resources.

eXo Platform 3.0

eXo Extended Services

Developed on eXo Platform 3.0, eXo Collaboration is one of eXo Extended Services that
provides a rich, Web 2.1 browser-based interface with comprehensive messaging and indexing;
archival and search capabilities; shared calendars, address books, emails and much more
features. Accordingly, Mail is an open-source mail client that is built on the eXo WebOS
foundation with a variety of new features designed to make your e-mail experience more
productive and convenient, as a new way to view your mails inbox and conversation and help
minimizing risks and annoyances such as phishing and junk e-mail, etc. With Mail application of
eXo Collaboration, you are easy to approach the basics such as writing, reading, finding and
much more.

1.2 Why uses Mails application?
The application provides many useful features to users as summarized below:

- User Interface is clean with drag-and-drop and right-click contextual menus.

- Users can create and use multiple accounts, so different email addresses can be displayed in
the same web interface.
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- With multiple views, users can see in various ways, including list, thread or conversation.
- Message tags will make it easier to find and sort archived content.

- Filtering function allows users to define rules to contain results as fast as possible.

- Rich Text Editor provides users with message display and compaosition.

- Many standard mail protocols, such as POP3, IMAP, SMTP, SSL are supported.

- Calendar Integration helps accepting received event invitations in one-click and creating new
calendar events without having to leave the inbox.

1.3 About this document

The intended reader of this manual is users of Mail application of eXo Collaboration. This
manual will explain all the basic and advanced features that Mail provides. It gives an in depth
examples and easy explanation of using Mail application.

The material is useful for anyone interested in learning and using the Mail application,
especially for users who have administration privileges. It covers administration of users,
permissions and all management actions.
From above, the aim of Mail User Guide can be summarized as follows:

» Define some basic concepts used in the Mail application.

» Show the main instructions of the Mail application.

» Guide step-by-step to do basic actions.

1.4 References & Related documents

Related Documents
+ Gateln Guide
* eXo Collaboration Calendar User Guide 2.1
+ eXo Collaboration Address Book User Guide 2.1
+ eXo Collaboration Chat User Guide 2.1

Information

e eXo Home Page

+  eXo Wiki
Support

+ Forums

+ FAQ
Download

¢ eXo Content

Copyright © 2000-2010. All rights Reserved, eXo Platform. 50f74


http://www.exoplatform.com/company/public/website/platform/exo-core-services/exo-content
http://faq.exoplatform.org/
http://forums.exoplatform.org/
http://wiki.exoplatform.com/
http://www.exoplatform.com/

Mail User Guide 2.1
Preface

* eXo Development tools

e Gatein Portal Framework

e eXo Collaboration
* eXo Knowledge
e eXo Social

Resource Center
« Video demos, tutorials, webinar archives, features & benefits tables and more
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Mail User Guide 2.1
Overall introduction

Mail is a webmail application of Gateln. With the webmail, you can receive your emails
whenever and wherever just by using a common web browser such as: Internet Explorer,
Firefox or Safari, etc. It is a web based interface that allows you to view your emails through the
Internet without downloading it to your computer. Users can keep updated and receive all
important messages, files and pictures at all times and easy for users to look for and view
messages. This is actually an efficient and economic communication mean via Internet.
Additionally, eXo Mail is smoothly integrated with other Collaboration Suite modules such as
Address Book and Calendar.

To go to eXo Mail, click on m from the navigation bar :

¥ Contacts ' Mail Ff Agenda

Copyright © 2000-2010. All rights Reserved, eXo Platform. 7 of 74



Mail User Guide 2.1
How to use Mail?

3.1 Account Management

In order to get mails from the other mail service to Mail applicaation of eXo Collabroation, you
need to create an account in Mail which connects to a real existing email account. Mail allows

you to mange your account such as adding, editing, deleting accounts which may get mails
from different mail services at one time.

3.1.1 Add an account

The function is used to add an account in Mail through step 1 to step 5.
To add an account, do as follows:

Step 1: Open the Create a new account form by clicking the icon E and then select
Add account in the drop-down list:

ik
| ca

L& Edit acc(ﬂ:}

9 Delete account

The Create a new account form will appear with 5 steps that correspond to 5 tabs.

Step 2: Fill values in step 1. This step allows you to add basic information: Account
name and Description.

E] Create a new account x

Step 1 : Account name & description

- Enter the name to identify this particular account, for example "Marry at work".
- Write some description about your account, for example "This is the account I use for emails at work".

Account name |bu:u:ukworrngiang@gmail.cu:um *

Description ||

Steps: IE' E‘ E E‘ [ MNext ] [ Cancel

lllustration 1: Step 1: Account name & description
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Details:

Account name The account name which will be displayed in the account list. (Required).

Account The account's brief description.
description

Step 3: Click Next or the number 2 to go to and fill values in the Step 2. The Mail
identify settings form will be displayed:

Create a new account
I

Step 2 : Mail identity settings

- Mail identity is the name and email address used in your email correspondence. Each mail account has an
identity, which is the information that identifies you to mail recipients when they receive your mails.

Your display name |boolcwormgiang@gmail.com | *

Email address |b00kwarmgiang@gmail.cam | *

Reply-to address |bookwormgiang@gmail.com |

Signature |Best wishes

Steps: m E |E| E E [ Back ][ Next H Cancel

lllustration 2: Step 2- Mail Identity settings of the Create a new account form
Details:

Your display name The name to be displayed when you use the account. This name will be displayed together
with user's email address when the user composes a new message. (*Required).

Email address The email address which corresponds to the account. It must be exactly. (*Required).

Reply — to Address The email address that will receive all replies. (Not required).

Signature The signature which is displayed at the bottom of your message.

Step 4: Click Next or the number 3 to go to and fill values in the Step 3, the Server
information form is displayed.
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Create a new account x

Step 3 : Server information

- Select the type of mail service you are using.
- Enter the incoming and cutgoing mail server, for example: mail.yourcompany.com
- If in doubt, ask your system administrator.

Service type | imap [v]|
Incoming mail server |imap_gmail.c0m | *
Use incoming SSL h
Outgoing mail server |5mtp.gmai|_com | *

Use outgoing SSL

Steps: |E| |E| E |E| [ Back ][ Next ][ Cancel

lllustration 3: Step 3 — Server information of the Create a new account form
Details:

Server Type Type of the mail server. There are two choices: POP3 (Post Office Protocol version 3) is a
protocol to get email from a remote server or IMAP (Internet Message Access Protocol) which
retrieves e-mail from a remote server over a TCP/IP connection. By default, 'pop3' is selected.

Incoming mail  The incoming mail server of the email provider which you are using. In order to properly use,
server users need to configure this field. Each email provider has different incoming mail server. By
default, the value of this field is 'pop.gmail.com'.

Use incoming  The option allows using SSL (Secure Sockets Layer) or not. SSL is cryptographic protocol which
SSL provides secure communication on Internet such as web browsing, email, Internet faxing, etc.
Incoming SLL allows using SSL to check incoming emails.

Outgoing mail  The outgoing mail server of the email provider that corresponds to the incoming mail server. By
server default, the value of this field is 'stmp.gmail.com’.

Use outgoing This option is to use SSL to send mail in the Mail application.
SSL

Step 5: Click Next or the number 4 to go to and fill value in the Step 4. The Create a new
account form is displayed:

Copyright © 2000-2010. All rights Reserved, eXo Platform. 10 of 74



Mail User Guide 2.1
How to use Mail?

Create a new account |z|

Step 4 : User name & password

- Enter user name and password to connect on the mail server.

User name [boumnrmgiang@gmail.cnm ]*

Password | g gggeeeeel |

Save password

Do not download all messages (IMAP only)

Limit to messages arived since [UEIH,‘EUIU 14:55-51

sews. [1] 2] 3] (4] & ) (e e

lllustration 4: Step 4- User name & password of the Create a new account form

Details:
User Name The email address which is used in Mail without logging in directly. (*Required).
Password The password that corresponds to the email address in 'User name'. It will be used to

archive your mail in 'User name' as you use it to sign in your mail. (*Required).

Save password The option allows saving password or not. If this option is checked, each time when you

check mails, you needn't enter a password again. If this option is not checked, there will
be a message that requires you to enter your password anytime you check mail.

Do not download all

messages (IMAP only) The option allows checking mail from Image only or not.

. The date since then the emails are gotten.
Limit to messages

arrived since

Step 6: Click Next or the number 5 to go to and fill values in the Step 5, the Verifying
information form is displayed:
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Create a new account x

Step 5 : Verify information

- Verify that the information below is correct before saving and exiting this wizzard.

Account name bookwormgiang@gmail.com
Your display name bookwormgiang@gmail.com
Email address bookwormgiang@gmail.com
Incoming mail server imap.gmail.com
b Service type imap
MNew messages will be fetched from Inbox

Start downloading messages now ||

Steps: |I| E E IEHE' [ Back ][ Finish ][ Cancel

lllustration 5: Step 5- Verify information of the Create a new account form

The form will display all information to verify the inputed values from step 1 to step 4 when a
new account is created.

Details:
Start downloading messages now: The option allows getting messages automatically right after finishing
creating a new account like the figure below. Otherwise, you have to do
it manually.

Step 7: Click Finish to complete creating a new account, or Back to return to the
previous step or Cancel to cancel creating a new account.

..@;. fd [l ) @ _9 More actions + j View as * [Ly] Filter =

U3 = Subject Sender Date & Time ~ &  Size ¥

There are no messages.

lllustration 6: Getting mail automatically

3.1.2 Edit an account

The function allows making changes to existing mail accounts. Do as follows:
Step 1: Open the Edit account form by two ways:

The 1* way: Open the Edit Account form by clicking the icon | £4:| on the left pane and
select the Edit account item:
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v | 8

|§ Add account
e

L9 Delete acco

g A ts
The 2" way: Open the Edit Account form by clicking the icon § e on the toolbar.
The Edit Account form will appear:
UIAccountPopupSetting |z|
Accounts Ié [v Identity ” k¥ Incoming " ¥ Outgoing " » Fetch Options l

+ bookwormgiang@gmail.com

Account name |bonkwormgiang@gmail.com

Your name |bonkwormgiang@gmail_com

|

|
four email address |bonkwormgiang@gmail.com | =

|

Repl'.rh: address |bonkw0rmgiang@gmail.com

Mail signature Best wishes

l Save ” Cancel l

lllustration 7: The Identity tab of the Edit Account form
The Identity tab contains basic information of the account such as account name, your name,
your email address, reply-to address, mail signature, etc.
The Incoming tab contains some incoming settings information that is used to check/receive
mails such as Server type, Sever name, Port, User name, Password. There are some options
such as Remember password and Use secure authentication (SLL).
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UlAccountPopupSetting

Accounts é

v bookwormgiang@agmail.com

» Identity | ~ Incoming | » Outgoing | » Fetch Options |

Service type | jap v

Server name |imap_gmail_com

|
Port |993 | *
User name |bnokwormgiang@gmail_com | s
Password  |geeeeeesee | *

Remember password

Use secure authentication (S5L)

[ Save ][ Cancel ]

lllustration 8: The Incoming tab of the Edit Account form
The Outgoing tab contains some outgoing information that is used to send a mail such as
Server name, Port. There are some options such as Use secure authentication (SSL),
Enable SMTP authentication, Use incoming server username/password.

El UTlAccountPopupSetting

Accounts Iﬁ

v bookwormgiang@gmail.com

II' Identity " F Incoming ] + Outgoing }+ Fetch Options

Server name |5mtp_gmail_com | *

Port |455 | *

Use secure authentication (SSL)
Enable SMTP authentication

Use incoming server username/password

E3

Username bookwormagiang@gmail.com | *
Password @eesesess *
[ Save ][ Cancel l

lllustration 9: The Outgoing tab of the Edit Account form

Copyright © 2000-2010. All rights Reserved, eXo Platform.

14 of 74



Mail User Guide 2.1
How to use Mail?

When the Enable SMTP authentication is selected, the field group that allows defining the user
name and password of the email used for sending mail will appear. If the Use incoming server
username/password check box is selected, the incoming email address and its password are
displayed and disabled. If the check box is not selected, the incoming email can be manually
inputted.

The Fetch Options tab contains some advanced options to customize the way to check mail,
the default folder to receive mail, etc.

UlAccountPopupSetting x

Accounts |j' l) Identity " » Incoming " ¢ Outgoing ] + Fetch Options

/' bookwormgiang@gmail.com

[ check mails automatically

W Leave MESSAQJES ON SEMVET

¥ Do not download all messages 06/12/2010 14:55:51

(] Custom Inbox folder

[ Save l[ Cancel ]

lllustration 10: The Fetch Options tab of the Edit Account form
Details:

Check mails automatically The option allows checking a mail automatically or not.
The option allows leaving mails on server after checking mails or getting and

deletingthem on server. This option is for pop3 Server type. In case the IMAP server
type is used, it is Mark message as delete with the similar meaning.

Leave message on server

Do not download all Limit downloaded messages before a specific date time.
messages
Custom Inbox folder This option allows customizing the folder that will contain the arrived emails. By

default, it is the Inbox folder.

Step 2: Change information of the current account.

Step 3: Complete editing by clicking Save to accept changes or click Cancel to cancel
editing.

3.1.3 Delete an account

The function is used to remove accounts from the account list. There are two ways to take this
action:

The 1°' ways:
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Step 1: Open the Delete account form by clicking the £ icon
then select the Delete account item:

v &l

L9 Add account

L Edit account

9

The Delete account form will appear:

Delete account

Name Email Server Service

bookwormgiang@gma bookwormgiang@gma imap.gmail.com imap

lllustration 11: The Delete account form

Mail User Guide 2.1
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on the left pane and

Step 2: Click the Delete icon corresponding to the account which you want to

delete and then click the OK button to confirm deleting.

The 2™ way: You also can delete an account from the Edit Account form:

Step 1: Click the icon E on the left pane and then select the Edit Account. The Edit
Account form will appear with the account list in the left pane.
Step 2: Select the account that you want to delete from the account list. The selected

account will be marked by the icon # and click 9 :

Copyright © 2000-2010. All rights Reserved, eXo Platform.
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UIAccountPopupSetting

Accounts Ié Iv Identity H k Incoming ” » Outgoing " * Fetch Options ]
v bhﬂmrmgiang@gmail.com
Account name |b00kwormgiang@gmail.com *

Your email address |b00kwormgiang@gmail.com

|
Your name |bookwormgiang@gmail_cnm | 3

|

|

Reply-to address |bookwormgiang@gmail_cnm

Mail signature Best wishes

[ Save ][ Cancel ]

Illustration 12: Delete account in the Edit Account form

The selected account will be removed from the account list.

3.2 Folders Management

Folders helps managing your messages more easily and flexibly. There are some default
folders generated automatically after creating a new account: Inbox, Drafts, Sent, Spam, Trash

and Personal Folders list.

Copyright © 2000-2010. All rights Reserved, eXo Platform.
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bookwormgiang@grmail.com - .&i
v E Folders Q’ Ii‘
L Imbox (102)

Lﬁ Drafts

L=F] Sent

]_@ Spam

[ Trash

* Personal Folders

¥ & Tags |E||

lllustration 13: The default folder list

Details:

Inbox The place which stores all incoming messages normally.

Drafts The place which stores all messages which have been composed but not been sent yet.

Sent The place which stores all sent messages.

Spam The place which stores all unnecessary incoming messages.

Trash The place which stores all unnecessary messages that are deleted from all default folders and personal

folders.

Personal The list of the personal folders which corresponds to the created folders in the sever mail box.
Folders

3.2.1 Add a new folder

The function is used to add a new folder in Mail.
To add a new folder, do as follows:

Step 1: Open the Add a new folder form by clicking the arrow icon \~| on the Folders
bar and then select Add in the pop-up list:
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¥ El Folders Jiz= |

L Inbox —

[ & Drafts

L= Sent

iy Spam
@3 Trash

The Add a new folder form will appear:

Add X

Folder name |

[ Save H Cancel

lllustration 14: The Add a new folder form
Details:

Folder name To enter name of a folder. (*Required).

T ving a new folder.
Save button 0 accept saving a new folde

Cancel button  To cancel adding a new folder.

Step 2: Input a Folder name
Step 3: Complete adding a new folder by clicking the Save button.

,ﬂ The created folder will be saved and displayed in the Personal Folders section.

3.2.2 Add a new sub-folder

The function is used to create new sub folders into a folder. You can only add new folders,
personal folders except for the default folders (Inbox, Drafts, Sent, Spam, Trash).
Do as follows:
Step 1: Right-click the created folder that you want to add to and then select New
Subfolder in the pop-up list:
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[x)

* Personal Folders

| Corporate

=

The Add a new folder form will appear.
Step 2: Input a Folder name.
Step 3: Complete adding the new sub folder by clicking the Save button.

3.2.3 Rename a folder

The function is used to change the folder's name. You can change names of all your personal
folders which are created by yourself except the default ones.
Do as follows:
Step 1: Right-click the folder which you want to rename and select Rename in the drop-
down list.

o+
¥ Personal Folders +

Corporate

e

MNew Subfolder

| Personal

.I_n [GDDglE' I Emove

| Doc Tean

A o B @&

g

k all read

The Rename folder form appears:

Rename folder |E|

Current name DOC [jira]

MWew folder name [ ]

| save || cancel

lllustration 15: The Rename folder form
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Details:

The current name of the folder that you want to change. It can not be changed directly.
Current name

The new name of the folder.
New folder name

Step 2: Input a new name into the New folder name field.
Step 3: Complete renaming by clicking the Save button.

3.2.4 Remove a folder

The function is used to remove a folder from the folder list except the default folders. When a
folder is removed, its sub-folders are also removed.
Do as follows:

Step 1: Right-click the folder that you want to remove and select Remove in the menu
pop up:

3

* Personal Folders

[ DOC [ira]
| Forward
| Personal =

|.'_.._

& [Googke M T Mark all read

|+ Doc Team
The confirmation message will appear below:

/0\_ The folder and its content will be deleted. Do you confirm ?
4

|°CancelH @OK ‘

Step 2: Click OK to confirm deleting.

3.2.5 Mark all messages as read
The function is used to mark all messages in a specific folder (default and personal folders) as
read.

To take this action, right-click the folder that you want to mark as read and select Mark all read
in the pop-up list:
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* £l Folders [i2= |

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

Mew folder

After being marked all as read, all unread messages inside the folder will be marked as read.
All unread messages are changed from bold to normal font.

3.3 Mail Management

E-mail (electronic mail) is the exchange of computer-stored messages by telecommunication.
To send and receive mails, each user must have an email address from service provider. This
section shows you the way to do many actions with mails.

3.3.1 Get mails

The function is used to fetch incoming messages from the server.

To check mail, do as follows:
Step 1: Click the folder that you want to check mail. If no folder is selected, the default
folder that will be checked for new messages is the Inbox folder.

Step 2: Click the button (% GetMal  in the toolbar. There will be an notification

message with the content 'Fetching email messages'.

& Get Mail Izh Write Mail U Contacts  [5§) New Event 3—? Fiters | |15 Accounts | }q Setiings
* Fetching emai messages... stop refresh
T oK
7 o ] @ More actions ~ [ Viewas v [(]] Fiter ~ Threads 1to20 116 5 g9
. T R § & &8 B e
bookwormgiang@gmail.com jﬂ 0 - - e - @ 5 : —
ubjec T te & Time - ize (|
v £l Folders v
- 0 5 Re: [exo-vn] register MAC address of mobile device Trung Tran Ngoc Thursday 758 KB o
[ Inbox (16) O Re: [exo-vn] register MAC address of mobile device Hoat Le Thursday 376KB [
Lﬁ Drafts O Re: [exo-vn] register MAC address of mobile device Khuong Dung Thursday 6.31KB
= Sent ] Re: [exo-vn] register MAC address of mobile device Gwenhael Le Moine Thursday 6.99KB
e Spam O Re: [exo-vn] register MAC address of mobile device Long Viet Thursday 804 KB
@ Trash O 1 Fiwd: Wikbook status Aristote Philippe Thursday & 11054KB
I
. 0 16 New Forums Arnaud Héritier ‘Wednesday 10.96 KB
¥ Personal Folders g —
1 Re:lexoomlNewFoums ] Patrice Lamaraue Wednesday 1262K8 )
DOC [jira] (1)
- ral (1 Subject: Welcome to eXo Mail - eXo Collaboration Suite. +
| Forward
- Persona Welcome to
& [Google Mal X S.\I\a”

lllustration 16: The list of mails in the Mail view pane

Step 3: Click the “Stop” link when you want to stop checking mails. All arrived mails are

shown in the message list pane.

Step 4: Click the “Refresh” link if you want to refresh fetching mails.
The checking mail process is only already stopped when you perform checking mail again and
click the “Stop” or “Refresh” link when you want to stop getting mail while it is still doing or is
refreshing the fetching message.
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3.3.2 Compose a message

The function is used to compose a message.
Do as follows:

: Write Mai
Step 1: Click the button E maecas on the toolbar to compose a message.
The Compose a hew message form will appear:

Compose a new message

4+, Send | | SaveinDrafts | (§) Discard | | &7 Attach | [ prigrity v | Editor = | | &% Options =
iy L= il L= | Priority 5 Opt
From : [bookwormgiang@gmail.com <bookwormagiang@gmail.com=> v
To: [marketingtd@gmail_com
CC | BCC
Subject : [introduction of e)(0|
B 7 U Tg-smiSiSEEEE=E= O & Foma - Font - size -
Dear customers,

Beginning as an open source project in the year 2002, eXo is well-known as the industry's first Java portiet container. With the aim of dominating
the potential portal market through robust and easy-to-use applications, eXo Project succeeded in aftracting consumers in the whole world. eXo
opened the floodgates to various options in many markets, and customers have been choosing eXo as the best method for their success.
Today, eXo is a rapidly growing global company, with U.S headquarters in San Francisco, California, global headquarters in France, and offices
in Tunisia, Ukraine, and Vietnam. The company has established technology leadership and proven its values by their large European installed
base and strategic parnerships with Red Hat, Capgemini, Atos Origin, and Bull.

Bestwishes

lllustration 17: The Compose a hew message form
Step 2: Compose the message content.

* Click the To button to open the Contacts form:
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Contacts (x|
Search: | O, sendtoall : || ﬁddr&ss book : | All contacts v |
Email
7] | Root Root rooti@localhost

[ | John Anthony

john@localhost

[ | Mary Kelly mary@localhost
[ Demo gtn demo@localhost
[1 | giang tran bookwormgiang@gmail.com

Copyright © 2000-2010. All rights Reserved, eXo Platform.
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[ Add H Replace H Close ]

lllustration 18: The Select email form
Select the desired emails by selecting its checkbox(es). The Address book combo box
and the Search function allow filtering and finding expected email address(s) according
to specific conditions quickly.
Send to all option also allows you to send mail to All contacts or specific groups. To do
this, select your expected group in the address drop list, tick the Send to all check box
and click the Add button. For example, you can select the All contacts in the Address
book drop list and click the Add button to add the group you want to send mail. The
form will be displayed below:

Compose & new message

Bik

f+,Send | b SaveinDrats | (§) Discard | | & Attach | ! priority = Editor + 8 Options +
il = L | Priority &7 Opti
From : [bookwormgiang@gmail.com <bookwormagiang@amail.com> * 1
To: lHDot Root<root@localhost= ,John Anthony <john@localhost= Mary Kelly<=mary@localhost= ,Demo gtncmﬂemo@\ocalhosbl
]
CC| BCC
Subject : l\ntroduction of eXo l
[BIUTgeiEEcEs=S=S O fom | Font o e BN

If you don't want to send mail to any added group, you can click the delete icon
corresponding to that group to remove.

Click the Add button to add the selected email addresses to 'To' field, click the Replace
button to replace the current email addresses in the 'To' field with the new selected
email addresses or click the Cancel button to quit.
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Besides, the auto complete contact function allows filtering and listing the receiver's email
addresses in a pop up according to the alphabet you input into the fields, including To, CC or
BCC. For example, your friend name is Alex, you do not remember her email address, you can
enter the character 'A" in the To field, all the contacts have 'A" alphabet (also including Alex) are
listed in a pop that makes it easy for you to select.

Compose a new message X
\il Send E Save in Drafts @ Discard ﬁ Attach _’ Priority ™ ﬁ Editor ™ _g‘o,; Options :
From : ‘ bookwormgiang@agmail.com <bookwormgiang@amail.com= d
To: ‘th N ‘

uy
‘thudu.transcu (thudu.trans:u@gma\l.:um>‘

Subject : ‘mtmductmn of Exo platform ‘

éSuurce‘H Iu ABEl%E i=

: Style ~ | Format

alf

eXo began as an open source projectin 2002, as the industry's first Java porflet container. The eXo Project catalyzed a portal market dominated
by a handful of very large vendors selling six-figure software and lock in. We opened the floodgates to choice in this market, and customers came.
The eXo Project grew into a company in 2003, as a response to customer demand. That customer — the U.S. Department of Defense — kicked off
a tradition that continues to this day: Building great software in partnership with our customers. We can do this because we release our code in

customers.

Today, eXo is a rapidly growing global company, with U.S. headquarters in San Francisco, California, global headquarters in France, and offices
in Tunisia, Ukraine, and Vietnam. The company has established technology leadership and proven value by their large European installed base

Best wishes

lllustration 19: The address list of the auto complete contact function
Details:

Browse button Subject . ' .
J The message's subject. The field's content usually contains the general

meaning for the message content.

CcC|BCC cc|BcC You can use CC and BCC to send mail to more than one person easily
and fast by clicking the 'CC' or 'BCC' link. The CC or BBC text field will
be displayed for adding more email addresses. The CC mails are public,
all receivers can know to whom the mail is sent while the BCC mails are
private to the sender and the BCC receivers. Using ' BCC' when you
want 'To' and 'CC' users also receive this mail but do not know that you
also send this email to others.

Similarly, the receivers for 'CC' and 'BCC' fields can be selected from
the Select Address form by clicking the CC or BB button and full fill by
the auto complete contact function.

To send the composed message to the email address in the 'To', ‘CC’
1 Send and 'BCC' fields.

H save in Drafs To save the composed message as a draft in the Draft folder.

To exit the Compose a message form.

@ Discard

To attach a file to the composed message. ( See the attach file below)
& Attach
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The Attach files form is below:

Attach files x
upload | Browse... | 4,
upload | Browse... | 4,
upload | Browse... | 4,
upload | Browse... | 4,
upload | Browse... | 4,
[Add more]
| save || Cancel |

lllustration 20: Attach File form

Details:

Browse button '
To select a file from your local computer.

To upload the selected file.
—=il
[Add more] To attach more files.
Save button To accept saving the attached files in composed message.
Cancel button To exit the Attach file form without adding new.

After being attached files, the attached files are shown below:
upload 21 05 10 Annual Leave Announcement.pdf m

upload A level manual (EN).doc m

To remove the attached files, click the il icon which corresponds to the attachment that
you want to delete.

If the attachment's check box is selected, it means the message will be sent with the selected
attachment.

If not, the unselected attachments is not sent.

_Lieenty -~ 10 Set a status for the composed message. There are three options to view: Low,
Normal and High. Each status has its own icon. The message is sent with High priority that will
be marked by the “I" icon in red. The message is sent with the Low priority will be marked by

the "1” icon in gray. By default, the message is sent with the Normal priority. It means that no
icon is used to set out.
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'
et Priority

Low

JoMNormal |

| [1E]

High

_Aedtor ~ To change the text editor types: Rich text or Plain text. With the Rich text editor,
the message content can be composed with many effects such as font style, color, size, etc.

| & Editar ~

1 Rica Text
Plai «k

With the Plain text editor, the message can be composed with simple text only.

% Options ~ Currently, the options consist the Return Receipt option that allows the sender

to receive a notification mail in case the receivers of the sent email read it. However, the sender
only receives the notification in case the mail box of the receivers has been configured in the
Setting that allows notifying to the sender about the read message.

_“cf»i' Options ™

Step 3: Complete sending a mail by clicking the Send Mail button.
After sending a mail, the sent mail will be saved in the Sent box. In case the receipt emails (in
the To, CC, BCC fields) of the sent email are the new ones that do not exist in the sender's
Address Book, they will be added automatically to the Collected Address in the Contact
portlet.

3.3.3 Print

The function is used to print a specific message in the mail list.
There are some ways to print a message. Do as follows:

The 1°' way:
Step 1: Right-click the message which you want to print and select Print in the pop-up:
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= Subject

[

{exo-vn] Network maintenance in lunch time

[

CT sprint 39 review and sprint 40 planning
[JIRA] Created: (REL-615) Platform 3.0 Alpha04
egui

[JIRA] Created: (REL-614) Doc tasks

R

Tai lieu jusuru tiep 508 tu

1 [JIRA] Created: (REL-613) [unplanned] Clea

Jo0ooOooo®O

1 WET Sorint #25 retrospective

[exo-vn] il in lunch time

Tung Tran < tungtns@gmail.com > To: exo-vni@goog

@
4 Reply
< Reply to all

o Forward

iy Fitter messages like this

[ Move to folder
@ Tag

@ Delete

[5€ Add to contacts

[l Export (*.emi)

Sender

| Tung Tran

Pham Tuan

Philippe Aristote (JIRA)
giang tran

Philippe Aristote (JIRA)
Thudo Transco

ory Vi Dimitri BAELI (JIRA)
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Date & Time ~ &  Size v [
03:00 PM 5.75 KB E
02:50 PM 8.09 KB =
02:19 PM 1111 KB

02:11 PM & 19332KB

02:07 PM 1120 KB

11:55 AM &  345MB

01:53 AM 1265 KB

Monday 619 KB

&

~ Show details 03:00 PM <+ Reply EI

The Print preview form will be displayed with detail information available for printing:

Tung Tran < tungtns@gmail.com > To: exo-vn@googlegroups.com

Dearall,

This lunch time, we have to reconfigure and test the system. So the
network will be unstable. Please stop all download traffic which is

progressing.

Thank you and best regards!

Tran Nguyen Son Tung
System Administrator - eXo Platform SEA.

Add: Floor 7&8 - Thai Ha Building, 18/11 Thai Ha 5tr., Hanoi

Mobile: 0912777120
Email: fung fran@exoplatiorm.com

Company website: www.exoplatform.vn

‘You received this message because you are subscribed to the internal mailing list of eXo Platform SAS.

lllustration 21: The Print preview form

~ Showdetais 0300PM [ pepy |1z

Step 2: Click the Print button to accept printing or the Close button to quit.

The 2™ way:

Step 1: Select messages in list that you want to print by ticking its checkbox(es).

Step 2: Select the Print icon = on the action bar.

fdl [ [ B & [ More actions -

._ill View as + [C] Fitter =

O = Subject - Sender

1 [exo-vn] Network maintenan Print .I:h time Tung Tran

O 1 CT sprint 39 review and sprint 40 planning Pham Tuan

(| 1 [JIRA] Created: (REL-615) Platform 3.0 Alpha04 Philippe Aristote (JIRA)
0 1 egui giang tran

| 1 [JIRA] Created: (REL-614) Doc tasks Philippe Aristote (JIRA)
O 1 Tailieu jusuru tiep 508 tu Thudo Transco

O 1 [JIRA] Created: (REL-613) [ 1 Cleanup y V2 Dimitri BAELI (JIRA)
(m 1 WBT Sorint #25 retrospective Vitaly Parfonov

Threads 110 20 115 &5 &
Date & Time - &  sze ' (]
03:00 PM 5.75 KB =
02:50 PM 8.09 KB |-
02:19 PM 1111 KB
02:11 PM &  19332KB
02:07 PM 11.20 KB
11:55 AM &  345MB
01:53 AM 12,65 KB
Mondav 6.19KB [+]

Step 3: At the print preview form, click the Print button to accept printing or the Close to

quit.
The 3™ way:

Step 1: Open the message which you want to print.
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Step 2: Click the icon El at the right corner of message's content and select the Print
item in the pop-up list:
=

+ Show details 03:00 PM [ Repl |

(5] Forward

i Fitter messages like this
=

@ Delete

@ Tag

[ Move to folder
(54 Add to contacts
[ Export (*.emi)

(24 View all headers

Step 3: Click the Print button to accept printing or the Close button to quit in the print
preview form.

3.3.4 Reply messages to the sender

The function is used to reply to the sender (email address in the 'From' field) of a specific
message.
To reply to a sender, do as follows:
Step 1: Open the Reply form by three ways:
The 1° way: Select the messages in list that you want to answer by selecting its check box(es)

and then click the icon “& in the action bar

4 [ [ ¥ &
L] {Reply| .. Subiect

The 2™ way: Right-click the message you want to reply and select the Reply item in the drop-
down list:
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O & Subpt Sender
O .1 [exo-n] Network maintenance in lunch time Tung Tran
1 T sprint 38 review and sprint 40 planring ¢ Pham Tuan
0 1 [JIRA Created: (REL:515) Fatorm 3.0 A ‘=t P Phippe Arsotz (JRA)
0 1 equ ¥ giang tran
0 1 [JIRA] Created: (REL-614) Dot tasks & Repy toal Philippe Aristote (JIRA)
0 1 Tailieu jusuru tiep 508 tu 5] Forward Thuda Transco
O 1 [JRA] Created: (REL-613) [unplanned] | "7 Fiter messages lie this Jirectory Vi Dimitri BAELI (JIRA)
[1 1 WBT Sorint #25 refrospective H Movetofolder | Vitalv Parfonov
Subject: [exo-vn] Network maintenance in lunch time & T
@ Dekte
Tung Tran < tungtns@gmail.com > To: exo-vn(3)
[F) Add to contacts
[ Export (em)

Date & Time
03:00 PM

02550 PM
02:19PM
02:11PM
02:07PM
11:55AM
01:53 AM
Mondav

Mail User Guide 2.1

4

Size

515 KB
BOIKB
1L11KB
19332KB
11L20KB
345MB
1265KB
6.19KB

¥ Show detais 03:00 PM 4l Reply E

The 3™ way: Open the message that you want to reply by clicking the message's name.

Then, select the icon “# Reply upper the message's content.

[T |

[<]

How to use Mail?

The Reply form will appear in form of the Compose a new message with detailed information,

available for replying to the sender.

Compose a new message

{r,Send | [k SaveinDrafts | (§) Discard | & Attach | [/ priorty~ | Editor * | |88 Options ~
Ly A= ol |ed] ity | %54 Optio
From : [ bookwormgiang@gmail.com <bookwormagiang@amail.com= .~
To: [exo-employees@googlegroups.com
CC|BCC
Subject : [Fle: CT sprint 39 review and sprint 40 planning

iB U Ty EE

e 5 m Format | Nermal - | Font - | Size

On Jun 22, 2010 14:49 PM, phamtuanchip@gmail.com wrote:

Dear gXners,

last week C Team finished sprint 39

-Release C52.0.0 GA

- Fix bug for KS 2.1

- Welcome newcomer for CT

- Make patch forcs 1.3.5, ks 1.2.4

detail here hitp/fwiki-int.exoplatform.org/display/exoproducts/CT+Sprint+39

This week we are working on sprint 40

-lIssuesforC52.1and KS 2.1

- New feature and improvement

- Continue support for making patch of maintenance version of cs and ks
- Keep training for newcomer about Ulcompanent system

- Support CP team to wok on company forum version 2

<]

lllustration 22: The Reply form

Step 2: Compose the message content by inputing text into the text editor.

Step 3: Click the button Lfysend 1o accept replying to the sender.
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Before replying, you can also take many actions in the Reply form such as attaching file,
marking message, saving as draft, discarding.

In case the receipt emails (in the To, CC, BCC fields) of the sent email are new ones that do not
exist in the sender's Address Book, they will be added automatically to the Collected Address
in the Contact portlet.

3.3.5 Reply messages to all related people

The function is similar to the Reply to sender function (in the 'To' field). However, the others who
received the original mail (in field 'CC' or 'BCC") also receive this reply.
To reply to all, do as follows:
Step 1: Open Reply to All form by three ways:
The 1°' way: Select the message in the list that you want to reply to all by ticking on its

checkbox(es) and click the icon Sl

“@L e '-"%" Sy @ &
= Phu (JIRA}

Fguwen Ba Phu (JIRA)

Hoang Quang Hung {JIRA)

Hoang Quang Hung {JIRA)

Kureem Rossaye {JIRA)

Brice Revenant {JIRA)

Hoang Quang Hung {JIRA)

Hoang Quang Hung {JIRA)

OO0O0HOOO0OO0OO

Hoang Quang Hung {JIRA)

The 2™ way: Right-click the message which you want to reply to all and then select Reply to
all in the drop-down list.

O ¢ = Subject Sender Date&Tine v &  Se !

3 1 lexo-vn] Network maintenance in lunch time S 03:00 PM 575 KB

O 1 CT sprit 39 review and sprint 40 planning (& prin 1250PM B09KB

0O 1 [JIRA] Created: (REL-615) Platform 3.0 Alpha04 4 Reply tote (JIRA) 02:19PM 1111KB

O 1 equi # 02:11PM & 19332KB

O 1 [JIRA] Created: (REL-614) Doc tasks il Forward tote (JIRA) 0207 PM 11.20KB

O 1 Tailieu jusuru tiep 508 tu 7 Fiter messages ke this 1sco 1155 AM ﬁ 345M8

0O 1 [JIRA] Created: (REL-613) [unplanned] Cleanup Reference Bir <5 Move to folder ELI (JIRA) 01:53 AM 1265 KB

[ 1 WBT Sorint #25 retrospective @ Tag nov Mondav 6.19KE

Subject: CT sprint 39 review and sprint 40 planning € Delete +
[59| Add to contacts
Pham Tuan < phamtuanchip@gmail.com > To: exo-employees@google + Show details 02:50 PM drepy |z

(4 Export (*em)

The 3™ way: Open the message which you want to reply to all and then select the icon L
on the action bar.

The Reply to all form is shown in form of the Compose a new message with detailed
information, available for replying to all.
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Compose a new message

(x|
f,Send | || SaveinDrafts | (§) Discard | | & Attach | ! prioity > | Edtor v | &3 Options +
(i B A = | Priority & Opt
From : [ bookwormgiang@gmail.com <bookwormgiang@gmail.com= S
To: [exo-vn@googlegroups.com ]
CC|BCcC
Subject : [Fl.e: [exo-vn] Network maintenance in lunch time ]

= ¢t =@ [§, Format Normal - | Font +| Size -

B 7 U Ty == = E[E

On Jun 22, 2010 12:11 PM, tungtns@gmail.com wrote:

Dear all, This lunch time, we have to reconfigure and test the system. So the network will be unstable. Please stop all download traffic
which is progressing. Thank you and best regards!- Tran Nguyen Son TungSystem Administrator - gXo Platform SEA.Add: Floor 788 -
Thai Ha Building, 18/11 Thai Ha Sfr.. HanoiMabile: 0912777120Email: tung.tran@exoplatiorm.comCompany website:
www.exgplatiorm.vn-- You received this message because you are subscribed to the internal mailing list of gXo Platform SAS.

[<]7

lllustration 23: The Reply to all form

Details:
Form The email address of current account which received this mail.
- The email addresses of the sender and all receivers.
CcC The email addresses of CC receivers which are listed in the CC field of
the original message.
Subject The email's subject.

Step 2: Compose the message content by inputing text in the text editor.

Step 3: Click the button cfysend o accept replying to all.

Before replying to all, you can also do many actions in Reply form such as attach file, mark
message, save as draft, discard, etc.

In case the receipt emails (in the To, CC, BCC fields) of the sent email are the new ones that do
not exist in the sender's Address Book, will be added automatically to the Collected Address in
the Contact portlet.

3.3.6 Forward messages

The function is used to transfer a received message to the other users with the original content.
There are many ways to forward a message:
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The 1% way: Select the message which you want to forward and then click the icon & on the
action bar:

M EE 1 8 6

0 =
W o1
O 1
a 1
O 1
a 1
O 1
a 1
1 1

Cushimnt.

Forward |

[ex rk maintenance in lunch time

CT sprint 39 review and sprint 40 planning

[JIRA] Created: (REL-615) Platform 3.0 Aiphal4

egui
[JIRA] Created: (REL-814) Doc tasks

Tailieu jusuru tiep 508 tu

[-#] More actions = i) Viewas ~  [C] Fiter ~

Sender
Tung Tran

Pham Tuan

Philppe Aristote (JIRA)
giang tran

Philppe Aristote (JIRA)
Thudo Transco

[JIRA] Created: (REL-613) [unplanned] Cleanup Reference Binaries directory Vi Dimitri BAELI (JIRA)

WET Sorint #25 retrosnective

Vitalv Parfonov

Date & Time
03:00 PM

02:50 PM
02:19 PM
02:11PM
02:07 PM
11:55 AM
01:53 AM
Mondav

Threads 1t 20 155 2

v & See .
575KB

BO9KB =
1111KB

& 19332KB
1120KB

& 345MB
1265 KB

[<]

619KB

The 2™ way: Open the message which you want to forward and then click the icon iz at the

right corner of message 's content and select Forward in the menu:
i Benly

ursday, U1

|

5]

T Filter me e
Actions |

&N Print

@ Delete

@ Tag

[*H Move to folder
[#% Add to contacts
[ Export (*.eml)

__‘4 View all headers

e this

The Forward message form will be shown in the form of the Compose a new message form

with detailed information available for forwarding the message.
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5 (%]

4 Send | | SaveinDrafts | (Y Discard | | & Atach | | [ proiy~ | | o Editor - £ Options ¥
From : [ bookwormgiang@gmail.com <bookwormgiang@gmail.com= <
To: [
cc | BCC
Subject : [Fwd: CT sprint 39 review and sprint 40 planning

1= m Format | Normal

(B s U Ty = = = E[E]

~ | Font

- | Size

Original Message
Subject: CT sprint 39 review and sprint 40 planning

Date: Tue Jun 22 14:49:34 1CT 2010

From: Pham Tuan "phamtuanchip@gmail.com”

To: exo-employees@googlegroups.com "exo-employees@googlegroups.com”

Dear !

lastweek C Team finished sprint 39

- Release C52.0.0 GA

-Fixbug forKs 2.1

- Welcome newcomer for CT

- Make patch forcs 1.3.5, ks 1.2.4

detail here httpiwiki-int.exoplatform.org/display/exoproducts/CT+5print+39

This week we are working on sprint 40
-lssuesforCS21and KS2.1

<]

(<]

lllustration 24: The Forward message form

Step 2: Compose or edit a message by inputting text in text editor.

Step 3: Click the button pftySend g accept replying to all.
Before forwarding, you can also take many actions in the Forward form like when composing a
new message such as attaching file, marking message, saving in draft, etc.
In case the receipt emails (in To, CC, BCC fields) of the sent email are the new ones that do not
exist in the sender's Address Book, they will be added automatically to the Collected Address

in the Contact portlet.
3.3.7 Move messages to folders

The function is used to move one or more messages to other folders. There are many ways to

take this action. Follow one of following ways:
The 1° way:

Step 1: Select messages which you want to move by selecting its checkbox(es).
Step 2: Right-click these messages and select Move to folder in the menu.

Step 3: All existing folders are displayed in a list, select one for the destination folder.
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Move Message X
a

Mowve to folder | Inbax w

[ Save ][ Cancel

lllustration 25: The Move Message form
Step 4: Click Save to accept moving the messages to the selected folder.
The 2™ way: Using the drag and drop feature.

Step 1: Check the messages to move and then move a cursor to one of the selected
messages until a cursor pointer becomes @ then press the left mouse, drag these

messages and drop them to the folder which you want to move to.
Step 2: All checked messages will be moved to the destination folder.

The 3™ way:
Step 1: Open the message to move to the other folder and then click the icon =] on
the right corner of the message 's content and select Move to Folder item in the drop-
down list:

Thursday, 01  [@ genk |2

[l Forward

T Filter messages like this

\=J Print
9| &' Tag
k5
[# Add to contacts.
Action
Ll Export | s

24 View all headers

Step 2: At the Move Message form, select the folder in the Move to folder combo box
and click Save to move the messages to the selected folder or click Cancel to quit.

The 4" way:
Step 1: Check the messages that you want to move and then click More Actions on the

main bar and select Move in the menu:
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& More actions *  [7

gl Mark as read
g Mark as unread

Star i
@ Unstar !
@ Taqg
e 5
i H Irnpﬂrth

[ Export

Step 2: At the Move Message form, select the folder in the Move to folder combo box
and click Save to move the messages to the selected folder or click Cancel to quit.

3.3.8 Manage tags
3.3.8.1 Tag a message

Mail allows assigning tags to messages. Tags are used as labels which allows filtering or
categorizing messages from different folders. A single message can be assigned to many tags
at one time. Using tags makes it easy for you to find your messages independently from the
folder where you stored them.

To assign a tag for one or more messages, follow one of following ways:

The 1°' way: This way is used to create a tag that has not assigned to any message.

Step 1: Click the icon ~| on the Tags bar of right pane and select Add a new tag in
the drop-down list.

Tag x

Mame | | =

Colar | |

Description

[ Save ][ Cancel

lllustration 26: The Tag form

Detalils:
New nhame The new tag's name. (*Required)
Color The tag's color.

Copyright © 2000-2010. All rights Reserved, eXo Platform. 36 of 74



Mail User Guide 2.1
How to use Mail?

Description The tag's brief description.

Step 2: Enter values to the required fields.
Step 3: Complete adding a tag by clicking the Save button.
A new tag will be updated at the tag list and you can add this tag to any message.

The 2™ way:
Step 1: Select message(s) by selecting its checkbox(es).

Step 2: Right-click one of the selected messages and select Tag in the menu:

Autc (s

.............. @ P.rint -

ou be i
i Reply

EA «/ Reply to all

iEA -| 48 Forward v

T Filter messages like this
[*H Move to folder

@

nh H (@ Delete

(5 Add to contacts

2 Mes [ Export (*.eml)

The 3™ way:
Step 1: Select message(s) by selecting its checkbox(es).

Step 2: Select Tag item in the More Actions drop down list menu on the action bar:

| More actions * [

'
g} Mark as read

; [l Mark as unread

Star
@ Unstar

@
& [s
| #H Move
- 8 Import
’| E Export

The 4" way:
Step 1: Click one message to open it.
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Step 2: Click the icon E' at the right corner of the message's content and select Tag
in the drop-down list:

s Friday, 02 [Fal panne [

ﬁ Forward

T Filter messages like this

vl Print

[@ Delete

% N
*¥ Move to folder _Ad

[#4 Add to contacts
L4 Export (*.eml)
j View all headers

The 5" way:

Step 1: Select message(s) by selecting its checkbox(es).

Step 2: Drag these messages and then drop them to the container of the tag in the
More actions.

Step 3: Click Tag, The Tag Message form appears:

Tog s X

Subject : Re: [exo-pm] New Forums no-tag
Subject : WBT Sprint #26 no-tag

L T&gn&me[

Color

l Add H Remove H Cancel ]

lllustration 27: The Tag Message form

Details:
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The tag's name. This field contains words and keywords which are used to describe the
same messages.

The color of the tag which can be changed by clicking on the color area to choose other
colors.

To accept adding message to a new tag.

To remove tags in case there are some existing tags.

Cancel button To exit the Add Tag form.

Step 4: Fill out this form (Give a tag nhame, change color).
Step 5: Complete adding a tag by clicking the Add button.

In case there are already tags in list, the Add tag form is displayed:

Tag Message

Subject : [JIRA] Assigned: (KS5-173) Text,.. [Jira Tag)
Subject : [JIRA] Created: (KS-172) updat, .. [Jira Tag]

Tag name |

Choose colar |

JiraTag [ ]

[ Add ][ Remove ][ Cancel ]

You can add a new tag for your message by inputing a new Tag name or update your

messages to existing tags by selecting its checkbox(es) and click the Add button.

If you want to remove existing tags, your can select its checkbox(es) and click the Remove

button or click the Cancel button to close the Tag Message form.

In case you want to tag a message to a specific tag, you can drag and drop it directly to that

tag.

The messages with added tags will be marked by the tag icon like below:

. . — — @ = =
E g & [ L;:] [ More actions * 7} View as = [y Filter = Threads 1 to 20 1/41 5 o9
— x SUg U UL RLG G O e Y a3 sweaEe. uscowun iy ue iea o
~
O 1 @ Phuong Cherry commented on Thanh Ha Vu's status... Facebook Friday, 02 3.62 KB
O 1 < [JIRA] Created: (REL-538) Automatize the tomcat packaging for IBM Arnaud HERITIER (JIRA) Friday, 02 12.53 KB
O 1 [JIRA] Created: (REL-537) Release WCM 2.0.0-Betal1 Dang Van Minh (JIRA) Thursday, 01 11.58 KB
O 3 [exo-vn] Wedding Invitation nguyenthi dung Thursday, 01 6.81 KB
O Re: [exo-vn] Wedding Invitation Trong Tran Thursday, 01 7.92 KB
O Re: [exo-vn] Wedding Invitation MinhHoang To Thursday, 01 9.27 KB
O 1 (no subject) giang tran Mar 31 & 17.96 MB
':' 1 4 nguyen tac trong dam phan luong bong VietnamWorks Careers Mar 31 100.16 KB
~
3.3.8.2 Editatag
The function is used to edit tags in the tag list.
Do as follows:
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Step 1: Right-click a tag in the tag list on the left pane and choose Edit:
-
—_

L& [d

=
j emove
[k Empty
T T I B B
|

H N
<7 cor [ |
i jirg HN
&

The Edit Tag form will appear:
Tag [x]

Name |e:~m . | *

Color | |

Description Tag's description

[ Save ][ Cancel h

lllustration 28: The Edit tag form
Step 2: Change the tag's information.
Step 3: Complete editing a tag by clicking Save or click Cancel to exit the Tag form.

3.3.8.3 Remove a tag

The function is used to remove tags from the tag list.
To remove a tag, do as follows:
Right-click the tag that you want to remove from the tag list and then select the Remove item in

the drop-down list:
L Fnie

L [Go

& Edit

2

I 3 Empt@
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The selected tag will be removed from the tag list and it will also be removed from all messages
to which the tag was assigned.

3.5.8.4 Empty a tag

The function is used to remove the selected tag from all messages that are tagged with it.
To empty a tag, do as follows:

Right-click a tag that need to be emptied and select the Empty item in the drop-down list:

L Ph
@ e = Edit
,5 Remove
——— | Emepg —
@ Tag N 1 R
H B |
</ cory HEEDB
«...frel BRI
v exo

The selected tag will be removed from all messages. After emptying, click the emptied tag, no
message is shown in the message list pane.

3.3.8.4 Change tag's color

The function allows changing the color of a tag in the tag list by right-clicking the tag that you
want to change and then select one color in the colors area. There are 32 available colors in the

¥ & Tags |E|

’R/ Irnportant ==

colors area:

3.3.9 Report a message as spam

The function is used to report one or more messages in a specific folder as spam.
To report an email as spam, do as follows:
Check the messages which you want to report as spam by selecting its checkbox(es) and then

click the icon e on the action bar:
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All the selected messages will be moved into the Spam folder. Go into the Spam folder to verify
that the selected messages have been moved into it.
After reporting a message as spam, the messages from the sender who has been reported as
spam will be moved automatically to the Spam folder.

In the Spam folder, if you want to edit one message and notify that it is not spam, you can
select its check box and click the Not spam icon on the action bar:

g [ g =
] 7 Sender hﬂm

After reporting as 'not spam' successfully, the messages from the sender who has been
reported as not spam will be moved automatically to its original folder such as Inbox. Since
then, all message from the sender who has been reported as not spam will be received
normally.

3.3.10 Delete a message

The function is used to delete messages permanently by moving messages from its folder to
the Trash folder.
To delete a message, do as follows:

The 1° way:
Right-click the message which you want to delete and select Delete in the menu:

£ 50me X

......................... @ Erint
t #1lretro
4l Reply

& Reply toal

gn

|g|'|
wil Forward

115 Notifics W Filter messages like this

review and CH Move to folder
avoal Accg @ Tag
vextracg | @

[ Add @tﬂtiﬁ

hongybh @ Expart (*.eml)

The selected message will be removed completely from its folder.
The 2™ way:

Open the message which you want to delete and then click the icon El at the right corner of
message's content and select Delete in the menu:
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etails Thursday, 12 & By lTl

sl Forward

W Filter messages like this

(= Print

ol
[*H Mave to folder
B9 Add to contacts
@ Export (*.eml)
.j View all headers

This message will be removed completely from its folder.

The 3™ way:
Select the message that you want to delete and click the trash icon on the action bar:
=
Fi Nguyen Thanh Cong (JIRA)

3.3.11 Export messages

The function is used to export one message to a file with the *.eml format.
To export a message, do as follows:
Step 1: Open the Export Message form by 3 ways:

The 1°' way: Right-click the message that you want to export to the file *.eml and then select

Export in the menu:
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ih 22004

&3 Print

4 Reply

4 Reply to all
L] Forward
“zilure) W Filter messages like this
ing for 5 [ Move to folder

th &5 2{ @ Tag

00+ D (@ Delete

[ Add to contacts

til.com 3 bl Expx _ t
3

The 2™ way: Check the message to export by selecting its checkbox(es) and then select the

[-%| More actions ~ |

(gl Mark as read
L) Mark as unread

i Star
@ Unstar

@ Tag
[ Move
[8 Import
8 Exp ;

1

by

Export message item in the More Actions menu:

The 3™ way: Open the message to export and then click the icon =/ on the right corner of
message's content and select the item Export (*.eml) in the menu:
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hursday, 12 i Benly |T|

w5l Forward

W Filter messages like this
&3 Print

[@ Delete

@ Tag

8 Move to folder

[ Add to contacts

4

B Fi@ headers | Actions ||

The Export Message form will appear:

Export Message IXI

File name |[-ex-::-—*.-'n] Re: 11 &M presentabon replanned |

Export format | - em w |

[ Export ][ Cancel ]

lllustration 29: The Export Message form

Details:
The name of file which you want to export to. By default, the subject of the selected message will

AEOERE be used but you can change this name.

Export format The format of the file which will be exported. By default, the type of file is *.eml.

B A To start exporting the message.

T it the E M form.
Cancel button 0 exit the Export Message fo

Step 2: Click the Export button to accept the exporting file. A pop-up window with 4
options is shown:
v Open with: To directly open the exported message without saving.

Save file: To save the exported message in your computer.
OK: To accept the above choice.
Cancel: To close window pop up.

RS~
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~ Opening [JIRA]+Created:+(DOC-246)+xwiki+table [0 x

You have chosen to open

...C-246)+xwiki+table+is+only+partially+visible.eml

which is a: plain text document
from: http://localhost:8080

What should Firefox do with this file?

© Open with | gedit (default) v

I Save File

|_| Do this automatically for files like this from now on.

|__®Cancell ‘ « OK ‘

lllustration 30: The download pop up on Fire Fox
3.3.12 More actions
The section will show you the way to take some additional actions related to messages.

3.3.12.1 Mark a message as read

The function allows marking one or more messages as read by removing bold format of
message.
To mark message as read, do as follows:
The 1° way:
Step 1: Select messages to mark as read by selecting its checkbox(es).
Step 2: Select the Mark as read item in the More Actions drop down list menu on the
action bar:

[+# More actions -

=]

L) Mark a@aad

~4 Star
@ Unstar

@ Tag
[ Move
[ Import

[ Export

The 2™ way: This function is used to mark all unread messages in a specific folder.
Step 1: Right-click the folder which contains messages that you want to mark as read.
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Step 2: Select Mark all read in the drop down list menu.
All selected unread messages will be marked as read.

3.3.12.2 Mark a message as unread

The function allows marking one or more messages as unread by setting the bold format on
message.
Do as follows:
Step 1: Check the message(s) which you want to mark as unread by selecting its
checkbox(es)
Step 2: Select Mark as unread in the More Actions menu on the action bar:

[ More actions =

[l Mark as read

. Star @
@ Unstar

@ Tag

#H Move

8 Import
[H Export

All selected read messages will be marked as unread.

3.3.12.3 Add a star to a message

The function allows adding a star to a message to make it more outstanding than others.
Do as follows:
The 1° way:

Step 1: Select message(s) to set star by ticking on its checkbox(es)

Step 2: Select the Star item in the More Actions drop-down list on the action bar:

[+# More actions - =

['gl Mark as read
[g) Mark as unread

@ Un
@ Tag
#H Move
[ Import

[ Export

The 2™ way:

In the message list pane, click the gray star icon that corresponds to the message which you
want to add a star.
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After marking, the selected messages will be appended a icon = so that you can identify
them easily:
Ll [l Liggl JErcy) LE:] 2| More Actions ™ o Wigw T Message(s) 1 to 20 of 42 1 s g

FI Mguyen Thanh Cong (JIRA) [JIRA] Closed: (C5-4138) Do nok show conversation of mess {13 Thursday 1.201 2

| Mguyen Thanh Cong (JIR [JIRA] Closed: (C5-628) Error when view RSS URL o (1) Thursday 1.11

F Sergey Kabashnyuk (JIR [JIRA] Resolved: {JCR-391) Anonymous logic {13 Thursday 1.00

Fl Luong Trung Hieu (JIRA) [JIRA] Resalved: (C5-641) Imparted file name is showninv: (1) Thursday 1.39]

F Mguyen Thanh Cong (JIRA) [JIRA] Created: (C5-648) Unknown error in case ticking alls {23 Thursday 7I3E

F Mguyen Thanh Cong (JIRA) [JIRA] Updated: (C3-64&) Unknown errar in case tickir Thursday 1.061

FI Hoang Quang Hung §JIRA) [JIR.A] Wiork skarted: {C5-648) Unknown error in case Thursday 1024

F Hoang Quang Hung §JIRA) [JIRA] Wiork stopped: (C3-648) Unknown error in case Thursday 1024

F Mguyen Thanh Cong (JIRA) [JIRA] Closed: {C5-648% Unknown error in case kicking Thursday 1.051 ad

lllustration 31: The messages with star view
3.3.12.4 Remove a star from a message

The function is used to remove a star from a message that was appended with a star.
Do as follows:
The 1% way:

Step 1: Check the starred messages by selecting its checkbox(es)

Step 2: Select Unstar in the More Actions menu on the action bar:

& More actions - _il

['gl Mark as read
Lg) Mark as unread

Star

Tag @

*H Move
48 Import
[ Export

@

The 2™ way:

In the message list pane, click the yellow star icon which corresponds to the message that you
want to remove star.

Stars will be removed from the selected messages. It is changed form yellow to gray color.

3.3.12.5 Import messages

The function is used to import messages from your computer to specific folder.
Do as follows:
Step 1: Select the Import message in the More Actions menu on the action bar:
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[+# More actions -

=l
=]
['g) Mark as read
L) Mark as unread
=i Star
@ Unstar
@ Tag
B Move
L4
| Expnr(@
The Import Message form will appear:
Import Message )_(' |
Choose ﬂh{.eml) | Browse... | 4t
Import to folder | Inbox e |

[ Impaort ][ Cancel ]

lllustration 32: The Import Message form
Details:

The name of the file which you want to import from your computer. Click the button

-~
| to get one file .eml from the computer and then click the icon ==' to upload

the file.

Choose file (.eml):

The folder where the message will be imported.
Import message to

folder

Import button To start importing the message.
To exit the Import Message form.

Cancel € po essage

Step 2: Enter required values in the Import Message form.
Step 3: Complete importing by clicking the Import button.

n By default, your imported file must be in the *.eml format.

3.3.12.6 Report a message as not spam
This function is used to report one or more messages in the Spam folder not to be spams.
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Do as follows:
Step 1: Go into the Spam folder and then check messages that you want to report not
be spams.

Step 2: Select the icon [#1 on the action bar.
Step 3: All selected messages will be moved back the Inbox folder.

3.3.12.7 View full headers of a message

The header's information which is displayed by default, just including: the sender's email
address, the receivers' email addresses and the subject of the mail. If you want to view full
headers of a mail, you can do as follows:

Step 1: Open the message which you want to view its full headers.

Step 2: Click the icon =] on the right corner of message's content and select View
Full Headers in the drop down list menu:

—

Friday, 02 W Benly |

-.",;> Forward

% Filter messages like this
\= Print

[@ Delete

@ Tag

[ Move to folder

[#4 Add to contacts

L Export (*.eml)

B vew afy

The View message headers pop-up will appear:
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All Message Headers x
Key Value i
MIME-Wersion 1.0
Return-Path b
Message-I1D <68534918.30619.1270160966524 . JavaMail.jira@dom
12-31-39-00-00-12=
Subject [JIRA] Created: (REL-538) Automatize the tomcat
| packaging for IBM JVM
Content-Transfer-Encoding 7hit
To giang.tran@exoplatform.com
Authentication-Results m¥.google.com; spf=neutral (google.com:

66.11.225.78 is neither permitted nor denied by best
| guess record for domain of jira@exoplatform.com)
smtp.mail=jira@exoplatform.com

| X-Spam-Level

i X-Spam-Status Mo, score=0.4 required=7.0
tests=ALL_TRUSTED AWL,BAYES_0O,
FH_DATE_PAST_20XX HTML_MESSAGE MIME_HTML_O —
i autoclearn=no version=3.2.5

X-JIRA-FingerPrint 86308e724d11bbb678aa3e4c45868136
1
Delivered-To boockwormgiang@gmail.com
Received-SPF neutral (google.com: 66.11.225.78 is neither

permitted nor denied by best guess record for
domain of jira@exoplatform.com) client-

| in—EE 14 TTE 7O,

lllustration 33: The Full Message Headers form
3.3.13 View and filter mails

The function is used to view all mails in a specific folder according to some ways that you want
to view.

3.3.13.1 View as

The function allows organizing the messages list in different manners.
View as List
This view arranges the message as a list. To view messages according to this way, click View
as and select List item in the menu pop up:
=5 Viewas * _&| Filte

= /

=| Thre@

€ Conversation

The messages will be arranged:
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1 bd (g & 5 [a] - [] More actions ~ Hj\ﬁewaﬁv [y] Fiter = Messages 1to 20 “3=>=»1
O [JIRA] Updated: (DOC-300) Answers User Guide Phiippe Aristote (JIRA) 1111 AM 1387 KB -
A Re: [exo-pm] New Forums Thomas DELHOMENIE 05:01 AM 212K Y I
] Re: [exo-pm] New Forums Arnaud Heéritier 04:50 AM 2061 KB 2
N Re: [exo-pm] New Forums Marwan Guetari 03:59 AM 2011 KB L
] Re: [exo-pm] New Forums Arnaud Heéritier 03:52 AM 1951 KB
] Re: [exo-pm] New Forums Amaud Heritier 03:46 AM 1965 KB
] Re: [exo-pm] New Forums Benjamin Mestrallet 03:44 AM 1722 KB
EI Re: [exo-pm] New Forums Marwan Guetari 0343 AM 1576 KB y ™

h —d

lllustration 34: View message as list
View as Thread
This view arranges messages as a tree structure. All replies are shown as sub nodes. To
change the view to thread view, click View as and select Thread in the pop-up menu:

i Llj View as =  |[C Filte

=] List
= v

(:3 Cnnuer@

The message and its replies will be displayed:

F |
L@!’J L@J |_!$_| LB‘ [E:] ._@‘Mureamiurﬁv Llj Viewas v [Cy] Fiter ~ Threads 1o 20 112 5 g3
) [
O 1 [JIRA] Updated: (DOC-300) Answers User Guide Philippe: Aristote (JIRA) 11:11 &AM 13.87 KB |
@ 15  New Forums Arnaud Héritier 02:30 AM 10.96 KB h EI
" Re exo-pm] New Forums atrice que : ! il
O Re: [ ] New Fi Patrice Lamart 02:50 AM 12.62 KB
e: [exo-pm] New Forums er nosko : .
O - Re: ] Mew F Peter Nedonosk 03:06 AM 755 KB
" Re exo-pm] New Forums er nosko : -
O Re: [ ] New Fi Peter Nedonosk 03:19 AM 779 KB
- & [exo-pm] New Forums ren Schmi : !
O “e R New F Soren Schmidt 03:27 AM 13.49 KB
O b Re: [exo-pm] New Forums Benjamin Mestrallet 03:32 AM 1471 KB
@ Re: [exo-pm] New Forums Marwan Guetari 03:43 AM 15.76 KB y ||
= A
Subject: New Forums +
Armaud Héritier < aheritier@gmail.com > To: exo-mktg , exo-pm ~ Show details 02:30 AM & Reply to all B
b ]

lllustration 35: View message as thread
View as Conversation
With this view, the messages which are the replies of one mail will not be displayed in the
messages list but on the message pane. To view messages as conversation, click View as and
select Conversation in the pop-up menu:
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’ L@J L@” L\%_I Ll.ai [Iél] _(f-“ Mare actions "Ij Viewas v [I| Fiter = Conversations 11020 U268 g )
0 @ st Sender DaelkTime  + & See v [
O 1 ( [IRA] Updated: (DOC-303) FAQ Admin Guide Phiippe Aristote (JIRA) 11N 1378 KB
O 1 [JIRA] Updated: (DOC-300) Answers User Guide Phiinpe Aristote (JIRA) LA 1387KB :
@ 15 NewFoums Amaug Hee )nz:anm 109KB i
O 1 WBT Sprint 26 Vitaly Parfonov Tuesday 5TLKB
O 1 [JIRA] Created: (REL-616) [unplanned] Upload AIO 165 on OW2 Dimitri BAELI (JIRA) Tuesday 12.02KB
O 1 [exo-vn] Network maintenance in lunch time Tung Tran Tuesday 5.75KB
0 2 [exo-vn] Re: Javascript presentations Trong Tran Tuesday 11L19KB
[ L CTsorint 39 review and sorint 00| Pham Tuan Tuesday §09KB E
Subiject: New Forums t
f B
Arnaud Héritier < aheritier@gmail.com > Hial We just deployed a new version of our forums based on KS 2.0 hitp:/forums. exoplat ... 02:30 AM

Amaud Héritier < aheritier@gmail.com > To; exo-mktg , exo-pm

v Show details 02:30 AM & Reply toal B

lllustration 36: View message as conservation

3.3.13.2 Filter messages

The function is used to view all messages in a specific folder. Only select All messages in the
View menu on the action bar to view all messages in the current folder.

Filter Unread messages
This function is used to filter all messages which are not read in the list. Only click Filter and

select Unread in the pop-up menu:

Copyright © 2000-2010. All rights Reserved, eXo Platform.

53 of 74



Mail User Guide 2.1
How to use Mail?

(4] Filter =

[

b Star@
@A with Seachments

=] View all o

Filter star messages
The function is used to filter all messages which are appended stars in the list. Only need to

(4] Filter

[ Unread

| & Wi@achmenm
= View J

click Filter and select Starred in the pop-up menu:

Filter message with attachments

The function is used to filter all messages which has attachments in the list. Only click Filter
and select With attachments in the pop-up menu:

] Filter ~

[ unread

i Starred

& v
= View a@

View all messages

The function is used to view all types of messages in the list. Only click Filter and select View
all in the pop-up menu:

(4] Filter

[ Unread

. Starred
@A with attachments

= 0 v

&

3.3.14 Manage filters

Filters allow setting up rules to apply for incoming messages. Rules allow matching some
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criteria and applying actions to messages. This section includes some actions relating to

filtering mails.

3.3.14.1 Add a new filter

The function is used to add a new filter.

Do as follows:

The 1° way: This way manually define condition for the new message filter.

Step 1: First of all, click the button | == ="

Filter form will appear:

Meszage Filter

==

on the toolbar. The Message

B3

Filter e B e

Click here to add a new filter

Filter

Protect vour inbox from email annoyances,

Create filters to automatically shield your inbox from
rogue messages and senders,

Crganize your messages automatically,

Create filters to automatically tag or move messages
into folders as they come,

Close

lllustration 37: The Message Filter form

Step 2: Click the icon 2 or press the 'Click here to add a new filter' link to create a

new filter.

The Add/Edit Message Filter will appear:
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=

Add/Edit Message Filter [x]

Filker Name:

If all of the flowing rules are true ...

Then ...

Details:

Filter Name
From

To

Subject
Body

Move the message to
folder

Apply tag

Apply for all
messages

Execute now
Save button

Cancel button

From: | contains v |

To: | contains v |

Subject: | contains v | |

Body: | contains i | |
Move the message to folder ! | jnpox v
Apply tag: | Choose a tag ~]

Execute now [ |

[ Save ][ Cancel ]

lllustration 38: The Add/Edit Message Filter form
The filter's name. (Required).
This condition is to filter the email address of sender.
This condition is to filter the mail address of receiver.
This condition is to filter the subject of incoming messages.

This condition is to filter the body of incoming messages.

The folder to which the messages satisfying with the filter will be moved.

The tag to which the messages satisfying with the filter will be applied

The option allows applying the filter to all current messages.

To take the action immediately.

To save a new message filter.

To exit the Add/Edit Message Filter form.
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Step 3: Define one or more rules in this form.
Step 4: Complete adding the message filter by clicking the Save button.
After you have created a new filter successfully, the created filter will be displayed in the list

below:

r Message Filter

.
X

Filter

et e

Click here to add a new fiter

Filter

Protect your inbox from email annoyances.

Create fiters to automatically shield your inbox from
rogue messages and senders.

Organize your messages automatically.

Create filters to automatically tag or move messages
into folders as they come.

message.

Close

lllustration 39: The Message Filter form
e way: is way allows creating a new filter etting conditions from one existin
The 2" way: Th y all ting filter by getting condit f ting

Step 1: Right-click the message which is selected to get filter conditions and select
Filter message like this in the menu:
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cextra cash

trospective

&3 Print

4 Reply

« Reply to al

L] Forward
ification (Fail| W% Flier messaces
and planning [ Maove @er
\ccount with | @ Tag

1 cash $200 [ @ Delste

[E3 Add to contacts

‘bhi@gmail.g r
. L@ Export (=.eml)

The Add/Edit Message Filter form will appear with some predefined filter conditions basing on
the selected message:

Fli=| AddiEdit Message Fiter E3)
Fitter Name: [jira@exu:uplatfurrn.cu:um *
If all of the flowing rules are true ...
SIE [contains $] [jira@exnplatﬁ:urm.cu:urr‘]
L [contains 3] [ ]
Subject: [contains 3] [ ]
Body: [contains 3] [ ]
Then ...
Move the message to folder : [ Inbox = ]
Apply tag: [ Choose a tag < ]
Execute now [
[ Save ] [ Cancel ]
| |

The filter above is created with default criteria “viet@exoplatform.com” in “From” field.
Step 2: Leave the filter conditions by default or define more filter conditions.

Step 3: Complete adding a new filter by clicking the Save button.

The 3™ way:
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In the Message preview pane, click the icon at the right corner and select Filter message like
this in the menu below:

show details 16:11 PM & paoly -

w5l Forward
e

EJ Print &

@ Delete
@ Tag
[#H Maove to folder

The Add/Edit Message Filter form will be displayed like the 2" way with predefined criteria.
The new filter can be created through similar ways above.

After creating a filter, the created filter will be displayed in the list. All messages which satisfies
with filter conditions will be effected. Messages will be moved into specific folder or tag, etc.

3.3.14.2 Edit a filter

The function is used to make changes on a specific filter.
Do as follows:

S Filker

Step 1: Open Message Filter form by clicking the button ' = on the toolbar.
The Message Filter form will appear and list all exiting filters.

Step 2: Select the filter to edit and then click the icon ¥ on the filter bar in the

Message Filter form. The Add/Edit Message Filter form will be shown with detailed
information, available for editing.

Step 3: Change the filter's condition.

Step 4: Complete editing by clicking the Save button.

3.3.14.3 Delete a filter

The function is used to remove a filter from the filter list.
Do as follows:

= Filker

Step 1: Open the Message Filter form by clicking = = on the toolbar.
Step 2: Select the filter you want to delete and then click the icon “® on the filter bar

in the Message filter form.
The selected filter will be removed from list.

3.3.15 Manage the Address Book

The Address book in the Mail application provides you with a list of contacts which can be
retrieved for sending mail. This section will explain some additional actions related to the
address book management.

3.3.15.1 Add a new address book
This function is used to add new address books.
Do as follows:
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Step 1: Click the button | I contacs  on the toolbar to go into the Contacts form:

3 Contacts |

5; AddAddressBook [5g| Add |57 Edit 5 Delete =] SendEmai

| My contacts :I 5| Contact
Contact |
Root Root

hoavu

Profile

Nick name: hoavu
Gender.  Female

Illustration 40: The Address Book form

Step 2: Click the Add Address Book button to add a new address book. The Add
Address Book form will appear:

Add Address Book |z|

Mame

Description

[ Add ][ Cancel

lllustration 41: The Add Address Book form

Details:

Group name The name of the Address Book. (Required).
Description The group description.

Add button To accept adding a new Group.

Cancel button To exit Add Address Book form.
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Step 3: Enter values in this form.
Step 4: Complete adding a new address book by clicking the Add button.

3.3.15.2 Add a new contact

The function is used to add a new contact to a group.
To add the contact, do as follows:
Step 1: Open the Add new Contact form.

The 1% way: Click the button *& 4dd  on the Address Book form.

The 2™ way: This way is used to add the sender of a message to a specific group.
Right-click a message to add the sender to contacts list and then select Add to
contacts.

........... = Print

i Reply

+ Reply to all

Nga

eni
¥ Forward

con % Filter messages like this

[ Move to folder
@ Tag
[@ Delete
=
?gf L4 Export {*.Bnl} !

The 3™ way: This way is also used to add a sender of a message to a specific group.

Open the message that you want to add the sender to the contact list and then click i at the
right corner of the message's content. Select the Add to contacts item in the drop-down list:

5 16:11PM [l penpe |

sl Forward

T Filter messages like this
&3 Print

& Delete

o Tag

[#H Move to folder

[

Iﬂ Exp@.emlj

(=4 view all headers
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The Add/Edit New Contact will appear:

r E—
Contact [x |‘|
Address Book |y contacts > ] <+
First Name [Ph”ippe ], Picture:
LastName | aristote (IRA) |+
Mick Mame [ ]
Gender @ mae O femake
Birthday [Da',r 3]-[Monthi)]-[\"ear 3]
Job Tite [ ] Change | Delete
Email [jira@exnplatform_com ] 4
[ Save l [ Cancel l
e |
lllustration 42: The Add new Contact form
Details:

Address Book

First Name
Last Name
Nick Name
Gender
Birthday
Job Title

Email

Change

The address book in which the contact is stored. The address book can be selected from the
existing in the combo box or created new by clicking the icon + to add a new group
immediately.

The first name of the contact. With second and third way, value of this field is the sender's first
name of this mail. (Required).

The last name of the contact. With second and third way, value of this field is the sender's last
name of this mail. (Required).

The nick name of the contact.
The gender of the contact. There are two options: Male and Female.

The birthday of the contact.

The job's title of the contact.
The email address of the contact. With second and third way, value of this field is the sender ' s

email of this mail. The icon + is to add more email addresses for this contact. The icon
is to remove the added email.

To change the current avatar.
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To delete the current avatar and set it by default.
Delete

Tt Ve new con .
Save button 0 save new contacts

To exit the Add/Edit New Contact form.
Cancel button

To add the picture to the contact, click the Change link to open the Change Image form:

Change Image x

Upload file | Browse... | ¢

[ Save ][ Cancel ]

lllustration 43: The Change Image form

| Browse...

* Select the uploaded file from local computer by clicking the

iz

«  Upload the selected file by clicking the " icon.

* Click the Save button to accept saving the uploaded file.
Step 2: Input contact information, change or remove contact's picture by clicking
Change/Remove link.

Step 3: Complete adding new contacts by clicking the Save button.

3.3.15.3 Edit a contact

The function is used to edit a contact in a specific group.
Do as follows:

button

Step 1: Open the Contacts form by clicking the button bl contacts in the main
toolbar.
Step 2: Select the contact which you want to edit in the Contacts form.

. B Edit . . .
Step 3: Click the button , the Contact form will be shown with detailed

information, available for editing.
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") Contact E3

Address Book

First Mame [hoa ], Picture:

Last Name [vu ]*

Nick Mame [hl:la\.l'l.l ]

et male @ female

Birthday | pgy C]-[Mnnth()]-[‘f'ear 3]

Job Title [ ]
Change | Delete

Ema.il[ ]...

| save || cancel |

Step 4: Change the contact 's information.
Step 5: Complete editing by clicking the Save button.

3.3.15.4 Delete a contact
The function is used to delete a contact from a specific group.
To delete a contact, do as follows:

Step 1: Open the Contacts form by clicking the button L contacts iy the main

toolbar.
Step 2: Select the contact which you want to delete in the Address Book form.

Step 3: Select the button ~ *® P&f=  the confirmation message will be shown. Click
OK to delete contact or click Cancel to quit.

When you delete a contact which is tagged, it is still shown in tag. Only the deleted contact is removed
,.q completely from trash folder, the deleted contact is not shown in tag.

3.5.15.5 Send a mail to a selected contact
The function allows sending a mail to the selected contacts.
Do as follows:
Step 1: Tick on the contacts that you want to send a email.

Step 2: Click the button = = ==ndEmai

The Compose a nhew message form appears with the To field is input with all the
selected emails.
Step 3: Compose the mail content and send it.
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3.3.16 Add an event

The function interacts with the Calendar application which allows quickly adding new events
into your calendar instead of directly going to calendar application to do.
To add an event, do as follows:

Step 1: Open the Add event form by clicking the button T© NewBvent o1 the main
toolbar.
The Add event form will appear below:

r —
=] Add event (x|

|1r Event detail | » Reminders | | <

Event summany [ o

Description

Location [ ]

From | /232010 |[15:45 |

To [UE—I23!2010 ] [15:15
Allday [

Pricirity

L]

[ Mone

Repeat [ Mo Repeat

L

Calendar | pefzult

L]

Event Category [ All

L]

Attachments (-

| save || cancel

(<]

lllustration 44: The Event detail tab of the Add event form
Details:
The Event Detail tab contains basic event information:
The title of the event.

Event
Summary
. The detailed description of the event.
Description
Location The location where the event will take place.
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From The start date/time of the event.
To The end date/time of the event.
All day The option allows selecting the duration of the task to be all day or not. If you don't check this

option, you have to select the start date, time and end date. By default, the start date and end
date is current date.

Priority The priority level of the task.
Repeat Interval time that you will be asked for a repeated reminder after every x minutes.
Calendar The calendar in which the event will be stored.
. . -+
The category the event belongs to. To create a new Event category, click the icon , the
Event Category }
Event categories form appears as below:
r ™
Event categories x
Category .
Drescription
[ Save ][ Reset ][ Close ]
[ 4

lllustration 45: Event categories form

¢ Give an event category name and description (optional) then click the Save button to
create a new category quickly.

Attachments To add attached file to the events.
Save button To accept saving the event.
Cancel button To exit the Add event form.

The Reminders tab: the reminder function allows you to remind about an event via a mail.
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= Add event )_(
b Event detail * Reminders
[ |Remind by email
When event starts in next | g . iqutes V-i
Repeat | yg pepea v | SVETY | 5 minutes v |
Send reminders to
e
[ Save ] [ Cancel h.
lllustration 46: The Reminders tab of Add event form
Reminder by mail:
When event starts in next The time you will receive the mail reminder before event starts.
Repeat The option allows setting reminder repetition mode or not for the event.
every The interval time (in every xxx minutes) the reminder will be repeated before event
stars.
Send reminder to List of email addresses to which the reminder will be sent. The default value is the

. . . . . -+
email address of current user. You can input email address list or click to
select emails from the Select email form manually.

After adding email addresses successfully, the email addresses of selected contacts are
displayed in the 'Send reminders to' field of the Reminders tab.
Step 2: Input values into the Add event form.

Step 3: Complete adding new event by clicking the Save button.
This function supports in adding new events into the Calendar application through the Email
'ﬂ application. (See Calendar User Guide for more details).

Besides, when you receive an Invitation mail on taking part in a specific event, you can import
an event directly in your calendar. The Invitation mail content is shown as below:
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Subject: [Invitation] eXo Meeting on C5 06/17 /2009 10:30 +

dung8185@gmail.com < dung8185@gmail.com > To: th4nhcOn9@gmail.com ¥ Show details 10:30 AM  Lgél Reply | =

Who invited: demo({demo@localhost)
Invitation Message:
Event summary: eXo Meeting on C5
Description: - Demo on CS 1.3- Answer all guestions

Date time: From : 06/17/2009 10:30
To: 06/17/2009 13:00

Location:

Participants to invite root

Will you attend ? Yes and Import - Yes - No
Attachments:

& icalendar.ics

Size: 4208 4 Download
4 Reply L/ Forward

lllustration 47: The content of an Invitation mail
There are 3 options:
The Yes and Import option means that you accept taking part in the event in the Invitation mail
and import the event into your calendar to remind you about this event. The event will be
imported directly into your Default calendar in the Calendar portlet.
The Yes option means that you accept taking part in the event without importing it into your
calendar.
The No option means that you refuse taking part in the event in the Invitation mail.

3.3.17 Search

The function allows you to find mails. There are two types of searching: quick search and
advanced search.

3.3.17.1 Quick Search

The function allows you to do a quick search with specific keywords in all your messages. All
messages from the different folder having the text matching with your search team will be
displayed in search result form. To do a quick search, do as follows:

Step 1: Enter a search term into the Search field: I v Sy,

Step 2: Click the icon &

For example, quick search with “jira” term. All messages matching with “jira” term are listed in
the search results form. The Search result form will be displayed:
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S — . 0 & @ s Sender Date&Time v & Sie e
R jf" 0 1 [nbox] ) [JIRA] Updated: (DOC-303) FAQ Adrin Guide Philjppe Aristote (JIRA) 1111 AM 1378KB
7 8 Fokters 0 0 1 [Inbok] [JIRA] Updated: (DOC-300) Answers User Guide Philippe Aristote (JIRA) 1111 AM 1367KB
L[ Inbox (7) a 1 (inbox] {IRA) Created: (REL-615) Platform 3.0 Alpha0d Phiippe Aristote (JIRA) Tuesday 1L11KE
0 ﬁ Drafts 0 1 [Inbox] [JIRA] Created: (REL-612) Javadoc agregator tool for PLF3 Patrice Lamarque (JIRA) Manday 1159 KB |
G St 0 1 [inbox] [JIRA] Updated: (DOC-300) Answiers Liser Guide Philppe Arstote (JIRA) Tuesday 1419KB
5 e 0 1 [Inbok] [JIRA] Updated: (DOC-308) Mai doc Philppe Aristote (JIRA) Tuesday 1406 KB
@1 Trash 0 1 [Inbox] [JIRA] Created: (REL-614) Doc tasks Philippe: Aristote (JIRA) Tuesday 11L20KB
” il 1 Tinbox] 1JIRAI Udated: (DOC-300) Answers User Guige | Philiooe: Aristote (JIRAL Tuesdav 1374KB E
v Personal Folders ¥
J Subject: Welcome to eXo Mail - eXo Collaboration Suite. *J
lllustration 48: Search results
e The default search is not done in the Spam and Trash folders.
1# e The messages in Spam and Trash folders can be searched by positioning explicitly into them.
3.3.17.2 Advanced Search
The Advanced Search allows you to specify precise search criteria.
Do as follows:
Step 1: Click the icon H to the right of the search box.
The Advanced search form will appear:
: Advanced Search (x|
i
Search in folder : | Inbox w
r
b
] From : | contains v | | |
1 To : |cnr1tair15 V| | |
| t
Subject : | contains o | | |
I
Message . |1:Dr|tair15 e | | |
|
Received after: | | Received before: | |
r | Has star Priority: | _Choose-- v |
J Has Attachment
I
Search ] [ Cancel
:_____ e e A e Al e b s
lllustration 49: The Advanced Search form
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In this form, you can set one, few or all criteria for your search:
Details:

Search in folder i .
The folder which you want to search in.

From The condition corresponding to the sender's name or mail addresses.There are

some options:
. contains: includes the terms in search box.
e doesn't contain: do not include the term in search box.
* is:include exactly the term in search box
* is not: do not include exactly the term in search box
e starts with: starts with the term in search box
*  Does not start with: do not start with the term in search box

To The condition corresponding to receiver 's name or mail address.

Subject This condition which corresponds to the message subject.

This condition which corresponds to the message content
Message

The interval time when the search messages were receipted

Has Star: This option allows searching messages have star or not.

Has attachment: This option allows searching messages have attachment or not.
Priority: The priority of the search messages

Received before &
Received after:

Step 2: Define the Search conditions.
Step 3: Click the Search button to launch the search.

All messages matching with your criteria will be listed in the search result form.
Or click Cancel to quit.

3.3.18 Mail Settings

The function allows you to customize the behavior and layout of Mail for your own needs.
Do as follows:

) [2g Settings
Step 1: Click the button on the toolbar.

The Mail Settings form appears with 3 tabs: General, Return Receipts and Layout.
The General tab contains basic setting information.
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* [ settings [x]

ijﬂ General Return Receipts ﬁ Layout

Choose a default account | bookwormagiang@gmail.com <bookw( |

Number of conversations per page | 20 w |

Automatic message check every | 5 minutes A% |

Compose message with | rich text L% |

3 Reply to message with | original message text quoted V |
Forward message with | griginal message text quoted ~ |

Save sent messages in 'Sent’ folder

[ Save ][ Cancel

lllustration 50: The General tab of the Mail Settings form

Details:
Choose a default The default account (including display name and email address) of the current user.
account User can select one of accounts in list.
Number of The number of conversations which will be displayed per page. The options
conversations per page including 10, 20, 30, etc or 70 message per one page in message list pane will be
selected.
Automatic message The interval time the system will check mail automatically. 5 minutes, 10 minutes, 20
check every minutes, 30 minutes or 1 hour will be selected. If 20 minutes is selected, after 20

minutes, the mail application will automatically get mail one time.

Compose message with The default format of the message which is used when composing a message.
There are 2 options: rich text and plain text. Rich text allows composing with some
effects such font style, size, color, etc while the Plain text allows simple text only.

Reply to message with  There are two options. One allows replying message with attachment. Another
allows replying with text only.

Forward message with  There are two options. One allows forwarding message with attachment. Another
allows forwarding message with text only.

Save sent messages in  The option allows saving sent messages in 'Sent' folder or not.
'Sent’ Folder

The Return Receipts tab allows setting the option for receipt notification.
For example, after reading a new mail in your Inbox, you can determine whether to send a
notification to the sender or not to inform that you have read the message.
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Details:

Mail User Guide 2.1
How to use Mail?

lllustration 51: The Return Receipts tab of the Mail Settings form

Ask me when someone requests a This option allows you to receive an alert to inform that someone wants to

return receipt
Never send a return receipt

Always send a return receipt
times.

receive your notification about the returned receipt.

This option will ignore all requests for a return receipt from you.

The option allows sending a returned receipt to anyone under request at all

The Layout tab allows personalizing the Mail layout. By default, the Horizontal Split type is

set. Besides, you can select the Vertical Split or the No Split.

Settings
(24 eeneral Return Receipts
) vertical O Horizontal
) Flip

.
: N

lllustration 52: The Layout tab of the Mail Settings form
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Step 2: Change your Mail settings.
Step 3: Click the Save button to accept the changes.

3.3.19 Maximize the Reading Pane

|Maximize Reading Pane i
= Show detame =]

The function is used to maximize their reading pane. To do this action, click the icon |[*| on the
right corner of the reading pane:

3.3.20 Sort messages
The function is used to sort messages in the list according to some conditions.

By default, messages in list will be sorted by 'Date & Time ' in the ascending order. However,
you can also change sort by Sender, Subject, Size and Priority.

O - Subject Sender Date & Time « e t
0 CF Sprint #16 Retrospecitve Anatoliy Bazko Monday B11KB
O CF Sprint #17 Anatoliy Bazko Monday 638 KB
O [JIRA] Created: (REL-612) Javadoc agregator tool for PLF3 Patrice Lamarque (JIRA) Monday 1159 KB

lllustration 53: The Message list pane
To change the sort order, click a column header of message list pane.
The first click will sort messages in the list into descending order. It is represented by the icon

The second click will sort messages in the list into the ascending order. It is represented by the

icon =
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This user manual has provided a thorough explanation of glossaries and features within Mail.
Now, you have known how to create, and manage mails with many various functions, including
views, filter, Rich Text Editor, standard mail protocols and calendar integration. The following
links can connect you with resources to learn more and contribute to the open source
development process.

¢ Learn more about eXo Platform 3.0
* Video demos, tutorial and more on the eXo Resource Center
e Access another eXo documents on the eXo Wiki

* Ask questions about Mail in the Forum
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