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eXo Collaboration provides a rich, Web 2.0 browser-based interface with comprehensive
messaging and indexing; archival and search capabilities; shared calendars, address books,
and much more features soon.

eXo Address Book manages your private and public contacts in your organization. A contact
lets you keep precious information such as personal or professional address and other reaching
information such as telephone, fax, email or IM. We support VCard format import/export so that
you can consolidate your existing contacts into a single place. Additionally, you can refer your
contacts from other applications such as eXo Calendar, eXo Web Mail.

eXo Address Book is built on foundation of eXo WebOS with several new features designed to
make your online contact experience more productive and convenient. All actions are easily
reached by contextual menus and intuitive drag and drop. Searching for contacts is very
convenient with full text search and criteria based search on contact properties.

eXo Team
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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

T e

eXo Extended Services

The foundation for eXo Platform 3.0 is eXo Core Services, a powerful set of REST-based
services for rapid website development, content management and gadget-based development
and deployment. eXo Extended Services are also a part of the eXo Platform 3.0 running on top
of eXo Core Services to enable easy development of rich, user-centric web applications.

eXo Collaboration is one of eXo Extended Services,. It provides a rich Web 2.0 browser-base
interface with a suite of collaborative applications targeted at team work coordination and
information sharing. eXo Collaboration offers intuitive and powerful Mail, Chat, Calendar and
Address Book functionality as a seamless extension to portal-based application.

Copyright © eXo Platform 2000-2010. All rights reserved. 5 0f 49
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1.2 About this document

The intended reader of this manual is users of eXo Address Book. This manual will explain all
the basic and advanced features that eXo Address Book provides. It gives an in depth
examples and easy explanation of using eXo Address Book to create, manage and share your
contacts.

It is also useful for the following groups:
e Users who use eXo Collaboration with eXo Address Book in their work and business.

* Integrators who want to know more about the rich knowledge features in order to advise
their customers to use eXo products.

It is also useful for the following groups:
e Users who use eXo Collaboration with eXo Address Book in their work and business.

* Integrators who want to know more about the rich knowledge features in order to advise
their customers to use eXo products.

This user guide will help you:
* know basic concepts used in the eXo Address Book

* know how to create, edit, manage & share contacts.

1.3 References & related resources

Related Documents
* Gateln Guide
+ eXo Calendar User Guide v2.0
+ eXo Mail User Guide v2.0
* eXo Chat User Guide v2.0

Info & Support
Information

* eXo Home Page

e eXo Wiki
Support

* Forums

+ FAQ
Download

* eXo Content

e eXo Development tools

Copyright © eXo Platform 2000-2010. All rights reserved. 6 of 49
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¢ Gatein Portal Framework
e eXo Collaboration

* eXo Knowledge
 eXo Social

Resource Center

e Video demos, tutorials, webinar archives, features & benefits tables and more

Copyright © eXo Platform 2000-2010. All rights reserved. 7 of 49


http://www.exoplatform.com/company/public/website/resource-center
http://www.exoplatform.com/company/public/website/platform/exo-extended-services/exo-social
http://www.exoplatform.com/company/public/website/platform/exo-extended-services/exo-knowledge
http://www.exoplatform.com/company/public/website/platform/exo-extended-services/exo-collaboration

eXo Address Book Manual 2.0
Overall Introduction

2.1 What is eXo Address Book?

eXo Address Book is a web based on contact management application. Using eXo Address
Book to store and maintain contact information about friends, family and your professional
network, etc in a single place. You can access it with a browser connected to your enterprise

network.

2.2 eXo Address Book interface

59 Contact [ Address Book

5

@ \ddress Books

Personal
[_,| My Contacts

Collected Addresses
Shared

Group

[o]l administrators

[l users

2]l executive-board

Tags

o ; |

[ mport [ Export 5% view~ [l Layout - 1
d @ & 6 . 2
- &> Name «  Email Job Title Phone
= j_ David Klein root@localhost Web 84 298 042
Developer 320
& Femando Felipe FernandoFelipe @gmail.com Human 023 675195

Resource 024
Manager

B Gabriel Pascal GabrielPascal@yahoo.com Maketer 084 892 954
039
5| Contact Details Last Updated : Wed Jun 16 09:38:53 ICT 2010 |+
David Klein 27 years old, Male IM DavidKlein 4
& Web Developer Also known as Dein Phone 0320024 383 304
- root@localhost Lmore
- 84 208 042 320
Work Home
|'1 18/11 eXo Street- 99 - eXo Platform 18/11 A3 eXo Platform SAS - 99 - eXo Platform Fr
Thai Ha - France France
84208 042 320 B0 847933004
0320 024 383 304 http:iiwvww.blog.exoplatform.org
001 897 956 237
httpfwww exoplatiorm.com
& contacts . 3

lllustration 1: The main screen of the Address Book application

Details

This is the Tool bar which allows you to add new contact/address book, import/ export
address book, view and customze layout.

This is the Action bar which allows you to taking basic actions such as move, delete,
copy, print, add tag selected contacts

This is the Contact list which shows all contacts in a specific address book
This is the Contact view panel which displays detail information of the selected contact

This is the Navigation panel which contains search panel, address books list and tags
list

This is the Search panel which allows you to do the simple and advanced search to find
expected contacts.

Copyright © eXo Platform, 2000-2010. All rights reserved. 8 of 49
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2.3 eXo Address Book configuration

By default, there are 3 categories of address books in eXo Address Book:

Personal address book: This address book which may only be viewed by you. It is
stored in the Personal list. In eXo Address Book, the My contacts is the default personal
address book which contains your default contact matching with your registration
information. In addition, the Collected Address book contains all email contacts updated
automatically during using eXo Mail. For example, when you receive an email sent from
a new sender address which is not in your address book, this address will be
automatically added into the Collected Address book.

Shared address book: This address book can be shared with other users. In eXo
Address Book, it is stored in the Shared list. The shared address book can be viewed
and updated by shared users if they are granted edit permission .

Public address book: This address book is shared by group and can be viewed by
everyone. In eXo Address Book, the public address book contains default contacts of
the other users in different groups and can be viewed only.

Copyright © eXo Platform, 2000-2010. All rights reserved. 9 of 49
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How to use eXo Address Book?

3 How to use eXo Address Book?
3.1 Getting Started

3.1.1 Register new account
v Toregister a new account on the Gateln, do as follows:

Step 1: Go to the portal by typing URL in address bar (e.g: http://localhost:8080/portal).

The anonymous home page will be displayed:

Change Language

Calendar Address Book
Did you ke it 7
m - Multiple calendars - Public, group and private address books send feadback
26 - Events and tasks E - Address book and contacts sharing
). S § - Calendar sharing . - Mail and Calendar integration join the community :
- Invitations and reminders - Advanced search wiki | forums
- Free/busy auto check - VCard support
- iCal support
~_ Chat Mail
! )  Instant messaging for portal users - Muliple accounts
o - Chat rooms for live meetings \\C/ - Conversations, threads or list modes
- File exchange - Tags, stars and fiters
- Conversation history - Advanced search
- XMPP based protocol - IMAP, POP, SMTP support

Copyright © 2010. All rights reserved, eXo Platform SAS

lllustration 2: eXo Collaboration Homepage

Register
Step 2: Click the @ button on the navigation bar. The Sign up form will
appear.

Copyright © eXo Platform 2000-2010. All rights reserved. 10 of 49


http://localhost:8080/portal
http://localhost:8080/portal

eXo Address Book Manual 2.0
How to use eXo Address Book?

Register New Account

User Name: | Q
Password: | .
Confim Password: | .
First Name: | -
Last Name: | -
Email Address: | -
| Subscribe || Reset |

Details:

(*): required
User Name
Password

Confirm Password

First Name

Last Name

Email Address
Subscribe button

Reset button

lllustration 3: The Register New Account form

The name of user that will be used to sign in. It must be unique.
The secret string used to login. It must have at least 6 characters.

The re-typed password. Password and Confirm Password must be the
same

Your first name

Your last name

Your contact email address.

Click this button to accept saving the new account

Click this button to clear all inputted values.

Step 3: Click the “L icon to search and check for the availability of your User name

Step 4: Input values in all required fields in the Register New Account form.

Step 5: Complete registering a new account by clicking the Subscribe button.

Copyright © eXo Platform 2000-2010. All rights reserved. 11 of 49
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There will have an alert messages and you can not add new account if at least one of these cases
occurs:

e User name is existing or User Name is invalid

e Password has less than 6 characters.

e Password and Confirm Password are not the same
e Email Address is in invalid format

*  Required fields are empty

3.1.2 Signin & sign out
v To sign in, do as follows:

Step 1: Go to the portal in a public mode by typing the portal URL in your address bar
(e.g: http://localhost:8080/portal)

in

| Log
Step 2: Click the %= "5 putton . The Sign in form will be displayed:

Sign in

User name | &

Password |

[] Remember My Login

| Sign in | | Discard |

lllustration 4: The Sign in form

Step 3: Input your registered User name and Password.

Copyright © eXo Platform 2000-2010. All rights reserved. 12 of 49
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Details:

(*): required

User name Your registered user name

Password Your registered password

Remember My When the Remember my Login is checked, your computer will save
Login your login information.The next time you login, you don't have to type

your User Name and password again.

Forgot your User To show the guide line that must be followed to get the forgotten User

Name/Password Name/Password
Sign in button To accept signing in
Discard button To exit the Sign in form

Step 4: Click the Sign in to complete signing in.

B Agenda Root Root

=

Sy Logout ) @ Register ] DOWNLOAD
END YOUR SESSION | | CREATE AN ACCOUNT ‘ Community version
% . 4 ) :
V. I '
Calendar Address Book
4 Did you like it ?
m - Multiple calendars y - Public, group and private address books send feadback
26 - Events and tasks ﬁ - Address book and contacts sharing
—— - Calendarsharing - Mail and Calendar integration st GOy,
- Invitations and reminders - Advanced search wiki | forums
- Free/busy auto check - VCard support
- iCal support
Chat Mail
?" - Instant messaging for portal users g - Muitiple accounts
o - Chat rooms for live meetings P - Conversations, threads or list modes
- File exchange - Tags, stars and fiers
- Conversation history - Advanced search
- XMPP based protocol - IMAP, POP, SMTP support

2 contacts 2 2

lllustration 5: The Gateln page after signing in successfully
After signing in successfully, you will be redirected to the authenticated home page:

v To sign out, just click the eXo logo (n) and select Sign out from the menu:

B Contacts B Mail BN Agenda

@ Change Language

RATION

.L_— Change Skin
’ Sign out

Copyright © eXo Platform 2000-2010. All rights reserved. 13 of 49
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3.2 Address Book Management
3.2.1 What is an address book?

An address book is a book or a database used for storing entries called contacts. Each contact
entry usually consists of a few standard fields (for example: first name, last name, company
name, address, email, phone number...). An address book makes it easy and efficient to
organize and manage contacts . As mention above, eXo Address Book has three address
book types: Private , Shared and Public.

3.2.2 Create an Address book
v To create an address book, do as follow:

Step 1: Open the Add Address book form. There are three ways to do this step:

B Address Book,

The 1%t way: Click the button on the main tool bar.

The 2" way: Click the 1> icon in the Address Book bar and select Add in the drop
down list menu:

Address Books [l

Persanal I—ll ey '
ork
2l My contacts u
ijl Excport
Shared

The Add/edit Address book form will appear:

Add/Edit Address book »

N&rnel

Description

[ Save ][ Cancel

Illustration 6: The Add/Edit Address Book form

Copyright © eXo Platform 2000-2010. All rights reserved. 14 of 49
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Details:

(*) required

Name The display name of the address book

Description The brief description of the address book

Save button To accept saving a new address book

Cancel button: To exit/close the Add/Edit Address book without changes

Step 2: Enter values for the Name and Description fields

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

n You can create a new address book from the Mail portlet ( See eXo Mail User Guide for details)

3.2.1 Edit an address Book

v To edit an address book, do as follows:

Step 1: Right click on an existing address book and select Edit in the drop down menu:

Address Books |E|

Personal

I vy c

J " B=| Add
Collec .JI e
4

1% Share

d -
U =me B 5 Export

Shared

g/ Impart
[_1] ENECU g Em@
I_ﬂ admin B

U Lsers I_lé:] Print

Group

Step 2: The Add/Edit Address Book will be displayed. Now you can edit the name and

description of selected address book.

Copyright © eXo Platform 2000-2010. All rights reserved. 15 of 49
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Step 3: Click the Save button to accept the changes or click the Cancel button to exit

the form without changes.

You can only edit a personal address book or a shared address book in case you have the edit
permission. You can not edit a public address book.

3.2.2 Remove an address book
v To remove an address book, do as follows:

Step 1: Right click on an existing address book, and then select Delete in the menu:

I_IJ eXo Corpf=st

B=| Add
Shared ] Copy
I_ﬂ demao - | Ej
¥ Share
Group 113] Export

I_ﬂ executi -‘-“_jJ Import

I_[] administ =] Edit
= Email
I_ﬂ LISErS

=

&)

Step 2: Click the OK button in the confirmation message to accept deleting the address

book or click the Cancel button to abort.

*  You can not delete your default and public address book

0

*  You can delete your personal address book which is added by yourself flexibly

3.2.3 Export an address book

This function allows exporting one or more address books into a separate file in your computer
in order to make it easy to backup your address book or import it into another address book
application.

v To export an address book, do as follows:

Step 1: Open the Export Address Books form. There are two ways to do this step:

[jl Export

The 1°t way: Click the Export button in the main tool bar

Copyright © eXo Platform 2000-2010. All rights reserved. 16 of 49
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The 2™ way: Click the [~ icon in the Address Books bar and select Export in the menu:

Address Books [] |

Personal [ Add
[_|| My Contacts u v
Collected Addresses I

L|| exXo

The Export Address Books form will appear with a list of all existing address books:

Export Address Books x]

Select address books to export...

Name

My Contacts
Collected Addresses
exo
executive-board
administrators

USErs

D O D D D DpE

Totalpages: 1 |« || < |1 > || »

NE.ITIE'I *

Export format w-ycard ¥

Export Al ][ Export Selected ][ Cancel

lllustration 7: The Export Address Books form
Step 2: Select the address book(s) which you want to export by selecting its
corresponding check box(s) (or select the top checkbox to select all)
Step 3: Enter a file name for the Name field

Step 4: Select format for the imported file (e.g x-vcard)
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Step 5: Click the Export All button to start exporting all the address books or click the

Export Selected button to export the selected ones only.

A download pop-up window will appear. Depend on what browser you are using, the

download pop-up window may show differently.

3.2.4 Share an address book

This function allows you to share your personal address books with specific groups or users.
The shared address book will be displayed in the shared address book list of your selected
groups or users and can be viewed, exported, added, edited or deleted (if the shared user has

edit permission on it). The shared address book can be distinguished by the hand icon:

v To share a personal address book, do as follows:

Address Books

Personal

U My Contacts

Collected Addresses

M eXo

Illustration 8: The shared address books

Step 1: Right click on the address book you want to share and select Share in the drop

down list menu:

& my

Collg

I_l] eXo
Shared

LIJ dem

Group

I_ﬂ ENE
I_l] adm

E=| add
J Copy
w

3
LE Exp&l
-‘li,l Import
& Edit
E= Email
=

(&) print

The Share address book form will appear:

Copyright © eXo Platform 2000-2010. All rights reserved.
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Share Address Book to other users |Y|

Shared to Can edit? Actions

i PR
Empty data

Address book My Contacts

User I =,

o

Group I &
Can edit? ||

Share with group

| | save || Close |

Illustration 9: The Share Address Book to other users form

Step 2: Select users/group to share.

To select Users for sharing, do as follows:

1. Click the @ icon, the User Selector form appears:

User Selector |E

Group : :;0 :.;a

] User Name First Name Last Name

= demo Demo gtn

= john John Anthony lehni@localhost

| | mary Mary Kely mary @localhost

] root Root Root rooti@localhost
Close

Illustration 10: The User Selector form

Select user(s) to share by clicking on the corresponding check-box(s).

You can also select for specific user(s) by User name, Last name, First name,
Email. Type search words in the search box, select the search criteria and then

click the % icon to search.
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2. Click the Add button to add selected users to the shared list or click the Close
button to close this form.

v To select a group for sharing, do as follows:

1. Click the & icon, the Group Selector form appears:

Group Selector x

&

Select Group Select Child Group
4he

.ﬁ Customers

;ﬁ. Organization

@ Platform

;ﬁ Partners

lllustration 11: The Group Selector form

2. Select groups in the left pane to view sub-groups in the right pane, and then
select a sub-group.
Step 3: After selecting User/group to share, click the Save button to accept sharing with
the selected user/group or click the Close button to quit the sharing form.

You can select the “Can edit?” check box if you want to grant edit permission on this
address book to the selected user/group. The user/group(s) having edit permission can
view export, import, add, edit and delete the shared address book while the user/group
does not have edit permission can view and export only.

After sharing, the shared users/groups will be updated into the share list with detailed
information like the illustration below:
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g Share Address Book 10 other users [ 2
Shared to Can edit? ' Actions
johin Yes l’T Ig
oy Yo 7 3
lcustomers Yes ﬁ E

Address book My Contacts
User |

&

Group |

Can edit?

| Save || Close |

In the Actions column, you can click the < jicon to change the edit permission of

corresponding user/group or click the 5 icon to remove specific user/group from the

Share list.

3.2.5 Print an address book

This function allows you to print summary information of contacts in form of visit cards. You can
print all contacts of an address book at a time.

v To print address book, do as follows:

Step 1: Right click on the address book which you want to print and select Print in the

drop-down menu:
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Personal
I'_l My Contacts 5= Add
[5 Colected Add{ (| Copy
Im eXo m
LE Share
Shared ;‘%J Export
| By | Import
Group -’J
g Edit
Ll adminisirators [ Emai
L-l USETS [ﬂ'
I_l eotecu'ti\re-bOﬂ LJ:h

The print preview page will appear:

vCards

A David Klein E, Fernande Felipe

Wieb developer i | Manager

Frail 11 [ enonilocalhos. g L P Erail 1 ;] FernandoPelipe geail som
Meibiles : 34 7 76 478 239 Phenat | (M 736 587 348

Website | htip:fiwww sXopatiormong | Moboe D 063 465 356 350

Wit © MR AAT 20Dl AT a0

2 Gabriel Fascal E Mathew Pette
Markater = Saller
= Emall 1 | Gabelelfaszal Ghotmall.com ! - ﬁ_u'l- Emall L ‘| MathewPettedyahon.com
1 QU= e Fhene : 344 567 986438
Pt || coe |

lllustration 12: The VCards Print Preview form

Step 2: Click the Print button to start printing or the Close button to exit the preview
print dialog.

3.3 Contact management
3.3.1 What is a contact?

A contact is a person or an organization you’ve added to your contact list. By adding a person
as a contact, you can easily check out the person's or the organization's profile (name, address,

email and phone number...)

3.3.2 Add a new contact

This function allows you to add new contacts to personal address books and shared address
books (if you have the edit permission).
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v To add a new contact, do as follows:

Step 1: Open the Add Contact form. There are 2 ways to do this step:

B9 Contact

The 1°t way: Click the

The 2nd way: Right click on an address book (for example My Contacts), and select the
Add item in the menu.

button on the main tool bar .

The 3™ way: You can also create a new contact from the Mail portlet ( See eXo Mail
User Guide for details)

The Add/Edit Contact form will appear:

Add/Edit Contact [x]
Address Book Selecto

Address Book [ My Contacts A mF

Contact details Panel

|+ Profie [b Wark ” » IM Contact ][ » Home ][ » Note |

First Mame | | =

Picture

Last Mame | | =

Nick Mame | |
Gender (&) Male O Female

Birthday | day |w | -| month [ | -| year W |
Job Title | | Update | Delete
Ermail | |..|..

lllustration 13: The Add/Edit Contact form

The Add/Edit Contact form consists of the Address Book Selector and the Contact
Detail panel:
Address Book Selector

The Address Book Selector allows you to select one from the existing list or quickly

create a new address book. To create a new address book, simply click the & icon.
Contact Details Panel

It includes 5 tab: Profile, Work, IM Contact, Home and Note.

Step 2: Input information into the Add/Edit Contact form

Step 3: Click the Save button to accept adding a new contact or the Cancel button to

exit this form without adding.
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Details:
v The Profile tab:

Add/Edit Contact |z|
Address Book [My Contacts ¥ |3
+ Profile [. Work H » IM Contact H » Home H » Note ]
First Name I * Picture
Last Name I -
Nick Name I
Gender @ mMale O Femak
Bithday | day v |-[month v [ year v S
pdate | Delete
Job Title I
Email | @

lllustration 14: The Profile tab of the Add/Edit Contact form
(*) Required

If you want to change picture (avatar) for the contact, click the Update link to upload
photo from your computer. To remove your uploaded image, simply click the Delete link
below your avatar picture.

The * icon at the Email field allows you to adding more email addresses for the
contact. When it is clicked, more Email address fields will appear:

Ernail | |

| | @

Add new email address by clicking the */icon or remove by clicking the icon.
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v The Work tab:

Add/Edit Contact

[

Address Book [My Contacts ¥ F

mml > IM Contact | » Home | » Note |

Address I

C'rtyl

State/Province I

Postal Code I

Countryl

Phone I

Phone (secondary) I

Fa:l

Mobile I

Web Page I

| save || cancel |

lllustration 15: The Work tab of the Add/Edit Contact form
v The IM Contact tab contains information about chat nick. (IM stands for instant

message).

The default one is eXo Chat. You can click the ™ icon to chose other kinds of mail

service.
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| [5 Add/Edit Contact x]
Address Book |y Contacts v|.-1-.
» Profile » Work ~ |IM Contact » Home » Note
eXo Chat | e
[55] Google Talk
(B2 AOLIAIM
[@=] Yahoo
@3] IRC
[E=| Skype
@5 1cQ
lllustration 16: The IM Contact tab of the Add/Edit Contact form
v The Home tab :
Add/Edit Contact @
Address Book My Contacts v|..i-.
[. Profile "»wmc "» IM Contact ] - Home [ » Note
Address I
City I
State/Province I
Postal Code |
Country I
Phone I
Phone (secondary) I
Fax I
Website |
lllustration 17: The Home tab of the Add/Edit Contact form
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v The Note tab:

Add/Edit Contact

Address Book |y Contacts v |+

[» Profile H » Wiork ” » IM Contact H » Home lm

MNote

lllustration 18: The Note tab of the Add/Edit Contact form

3.3.3 Edit a contact

This function allows you to make changes to the selected contacts. You can only edit a contact
of the personal or shared address books (if you have edit permission).

v To edit a contact, do as follows:

Step 1: Right click on an available contact in list, and then select Edit in the drop list
menu.

The Edit Contact form will appear with full fill information, available for editing:
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[=] AddyEdit Contact [2]

Address Book My Contacts

[m“ » Work [ » MContact [ » Home [ » Note |

Picture

First Name |Matthew Ny |*
Wy

Last Name |F‘ette |*
Nick Name | |

Gendel Q) male ) Female

Bithday [ 15 |~ |-[ & |v | [ 1966+ |

e P | —— Update | Delete
Job Title |Admin
Email !Hﬁattpetit@localhost |+

lllustration 19: The Add/Edit Contact form with full filled information, available for editing
Step 2: Change information of the current contact. You can change all information,
picture of your expected contact its Address book. This field is disabled.
Step 3: Click the Save button to accept changes or click the Cancel button to cancel

this action.

You can also edit an address book from Mail portlet ( See eXo Mail User Guide v1.3 for detail)

0

3.3.4 Delete a contact
This function allows deleting existing contacts. You can only delete a contact of personal or
shared address books (if you have edit permission)

There are two ways to delete a contact:

The 1% way:

Step 1: Right click on a contact of address book which is opening and then select
Delete in the menu.

Step 2: Click the Delete button on the confirmation message form to delete the selected
contact or click the Cancel to quit.

The 2™ way:

Step 1: Select check box(s) in the first column to select one or more contacts and click
the Delete icon on the action bar.
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Step 2: Click the Delete button on the confirmation message form to delete the selected

contact(s) or click the Cancel to quit.

You can also delete an address book from Mail portlet ( See eXo Mail User Guide v1.3 for detail)

3.3.5 Copy/paste a contact

You can copy one or more contacts to another address book:
The 1% way: Right click on a contact/an address book and select Copy in the drop list
menu:

The 2™ way: Select the contacts that you want to copy by selecting check-box in the

first column, and then click the Copy icon il on the action bar.

The 3™ way:

Step 1 Right click on an address book which has one or more contacts and select Copy
in the menu.

Step 2 Select a destination address book for coping your selected contacts by right -

clicking on the destination address book and select Paste in the drop list menu:

You can copy contacts of all address books but you can only paste contacts into personal and shared
,,ﬂ address books (if you have edit permission).

3.3.6 Move a contact
This function allows you to move one or more contacts from one address book to another one.
v To move a contact, do as follows:
Select Move function by two ways:
The 1%t way: Right click on a contact and select Move in the drop list menu

The 2™ way: Select one or more contacts you want to move by selecting check-

box(s) in the first column, and then click the # Mo 000 on the action bar.

The Move contact form will appear:
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Mowve Contact

X

Contacts : John Lee

To Personal Address Books :

[zl My Contacts
Lﬂ Collected Addresses

To shared Address Books

L[] demo - My Contacts
[l demo - exo Address Book

Cancel

Illustration 20: The Move Contact form

Move contacts by right clicking on the destination address book which you want the
contact is moved to. After moving successfully, the form will be automatically closed.
You also can click the Cancel button to exit the form without moving.

The 3™ way: Move contacts by using drag and drop feature. You can drag and drop
one or more contacts at the same time.

(5% Contact [j Address Book | L{L Import I_il Export | qu\ﬁewv [ Layout +

O VCards

| Address Books =l 1 David Klein

& Fernando Felipe
| Personal

| [ My contacts
~
Collected Addresses
®

\ﬁ j_ David Klein

Snared Weh Developer
Email 1: [ root@localhost
crop [ B oot
| Phone : B4 208 042 320
U - Website : http:iwww.exoplatiorm.com
i View Detais
(=

[ executive-board

Web Developer

Email 1: [ root@localhost
Phone : 84 208 042 320
Website : hitp:/ivaww.exoplatiorm.com

e

View Details

7'1 Human Resource Manager

Email 1 : [ FernandoFelipe@gmail. com
Phone : 023 875 195 024
- Website : http:/ivaw.exoplatform.com

View Details

& Lucida Frontte
Java Developer

Email1: [ Lucid@hotmail.com
View Detalls

You can only move contacts of personal or shared address book if you have the edit permission. You can
not move default contact or contacts in the address book which you do not have edit permission and
contacts in public address book.
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3.3.7 Export contacts

This function allows you to export one or more contacts into a file that can be used in another
application.

v To export a contact, do as follows:
Step 1: Select Export function by one of two ways:

The 1°t way: Right click on one contact in the contact list and select the Export item
in the drop list menu:

0| & nome
[ & E Dﬂ\.l] ................
o] Edit
0 & L matth ] copy
p@ Share
U E Tony
. |:| Email

5-|Contact Details = Delete
(=) Print
D 5@
Manager
DKlien@hotmail.com
57 338 B67 608

The 2" way: Right click on a specific address book name and select the Export

item in the drop list below:

The Export Contacts form will appear:
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Export Contacts ¥

Address book : My Contacts

il Mame Email
v B David Kiein root@localhost

v B Fernando Felipe FernandoFelipe@gmail.com
v B Gabriel Pascal GabrielPascal@yahoo.com

Tolalpages: 1 |« || <||/1) >|»

Name . !

Export format w-vcard ¥

Export al ] [ Export only selected ] [ Cancel

lllustration 21: The Export Contacts form

Step 2: Select one or more contact(s) which you want to export by selecting its check
box(s).

Step 3: Enter a file name in the Name field and select the export format .(e.g x-card)

Step 4: Click the Export all button to export all contacts in all pages, click the Export
only selected button to export selected contacts or click the Cancel button to quit.

A download pop-up window will appear. Depend on what browser you are using, this
window can be displayed differently.

3.3.8 Import contacts

This function allows you to import one or more contacts from your computer to a selected
address book in eXo Address Book.

v To import contact, do as follows:

Step 1: Select the Import function. There are by 3 ways to do this step:

The 1 way: Click the (3 mpor button on the main tool bar.

The 2" way: Click the ™ icon on the navigation pane and then select Import in
the menu:

The 3™ way: Right click on a personal or shared address book which you have edit
permission and select Import in the drop down list menu:
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CD dnL,:JAdd 25

'] Copy
Lu =X |j Paste
5 share
Lu ; B3 Export
= @ =z
= E
4 Emai

Lu EX Ij
& =9 & print

The Import contact form will appear:

Shared

Group

Import Contacts
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v |+

¥

Address Book | My Contacts
Import format | svcard
Upload file | |[ Ere—
[ Save ][ Cancel ]

Ak

lllustration 22: The Import Contacts form

Step 2: Select an address book that you want to import contacts to

Step 3: Select the file format in the Import format field. For example: x-vcard

A
Step 4: Browse to contact file from your computer and click the Upload icon ==! next to

the Browse... button to upload the selected file.

Step 5: Click the Save to accept importing contacts in the selected file or click the

Cancel to quit.

You can only import contacts to personal or shares address books if you have edit permission.

0
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3.3.9 Print contacts

Print function allows you to print information of the selected contacts. You can print one or more
contacts at the same time.

v To print one contact, do as follows:
The 1 way:

Step 1: Right click directly on a contact in the contact list and select Print in the menu:
= @ Name

- 1 Dravid Eleir

B Fernando § #] copy
B Gabriel Pay [7] Email

5= Contact Details | %

84 202 042 320

The single contact print preview will appears with the detail information:

David Klein 27 years old, Male IM  DavidKlein
Web Developer Also known as Dein Phone 0320024 383 304
rooti@localhost B9 B47 933094
84 298 042 320

Work Home

18/11 eXo Street- 99 - eXo Platform 18/11 A3 eXo Platform SAS - 99 - eXo Platform Fr

Thai Ha - France France

84 298 042 320 89847933004

0320024 383 304 hitp:/hwvrw blog.exoplatform.org

001 897 956 237
http:/fwww.exoplatform.com

Note

s

lllustration 23: The Single contact print preview

Step 2: Click the Print button to continue printing or click the Close button to quit the
Contact print preview form.
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The 2™ way:

Step 1: Click View in the main menu, and then select Vcard like below:

80 Contact [% Address Book |4 'mpot [g Export 57 View ~ | [T Layout ~

| A $ @& (Huw [ &
= - @ Name L] ~  Email
| Address Books [ - L DavidKein ——— root@localhost

The contacts will be displayed in the Vcard view:
VCards

§ David Klein

Web Developer

Email 1: [~ root@localhost

Phone : B4 208 042 320

Website ; httpo/fwww exoplatform.com
View Details

Step 2: Click View Details to open the contact in detail pop up. The pop up is shown
with Print Preview button that allows you to view and print the contact like the 1% way.

v To Print multi-contacts:

Step 1: Select contact(s) you want to print by selecting its corresponding check box(s) ,
and then click the Print icon =) on the action bar:

$ @ i & &

¥ & Name Print

o A David Klein

) B Fernando Felipe

o B Gabriel Pascal

The multiple contacts print preview will appear with summary information:
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VcCards

I David Klein & Fernando Felipe

Web Developer 1 Human Resource Manager

Email 1 [ root@localhost Email1: [-7] FernandoFelipe@gmail com
Phone : 84 288 042 320 Phone : 023 B75 195 024

S ‘Website : http:/fwww.exoplatform.com Website : hitp:/fwww.exoplatform.com

& Gabriel Pascal
Maketer

Emai 1: [] GabrielPascal@yahoo.com
Phone : 084 832 954 039
Website : http:/iwwaw.exoplatform.com

Step 2: Click the Print to print selected contact(s) or the Cancel to quit without printing.

3.3.10 Share contacts

This function allows you to share contact(s) with one or more users, groups. The shared
user/group(s) may have view permission or edit permission on the shared contacts.

* View permission allows other users to view, copy, export, print, move and delete but
can not delete your shared contacts. The shared users can not make changes on the
information of the shared contacts if they have view permission only. However, they can
move and delete shared contacts.

+ Edit permission allows other users to view, copy, export, print, move and delete and
also edit the shared contacts.

The shared users can move or delete the shared contacts from their Address Book only. The original
shared contact still exists in the other shared user's contact view. The shared contact is only deleted
'ﬂ completely and no longer sharing with all shared if the creator/author of the shared contact removes it.

v To share contact with other user:

Step 1: Right click on one contact you want to share and select Share in the menu or

drag and drop this contact to Shared Address book in the Address Book panel:

M GabriplDases i
&l H Gabripls 1 n L o & a & 1]
o Edi 2 # Mame s Emad
. Address Books . rl E-: el Bhew
= | Copy
£ = Contact Detal ] i i
II.I_ E Femando Feipe Eernandor sipe{gmad com
= [ My Contacts
{ | ] Email :
[ Colected Addiesses B Gabriel Pascal CiabreiPasc sifyahoa com
! T
Q = ‘J_* eXko
E
‘*’ Mave b B Lucida Fronte Luscidiihotmail com
ﬂ DEE‘t’E' M Shed - B T S Sl e 8 e a8 T R s ettty e
> h‘ B Gabiel Pascal GatwwlPase sy ahoo com Witk etin
Work (=} Print Grougp B ooia) SRR e
I i i
i B Export
United Statg &
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The Share contact to other users form will appear:

El Share contact to other users

a

Shared to Can edit? Actions

Contact Gabriel Pascal

User I =

=3

Group I &
Can edit? |

| save || Close

Step 2: In the Share contact to other users form, click the select user icon a to open
the User Selector form:

User Selector |Z| |

Group : ) User Name ¥ | ()

» -
=] User Name First Mame Last Name Email
& demo Demo gtn demo@localhost
o john John Anthony johni@localhost
|  mary Mary Kely mary @localhost
] | root Root Root root@localhost

Chose

lllustration 24: User selector form

Step 3: Select user(s) by selecting its check box and click the Add button.

Step 4: Select the 'Can edit?' check box if you want to grant edit permission. User in
Group having edit permission can view export, import, add, edit and delete the shared
contact while the others do not have edit permission can view and export only.

Click Save to share your contact(s) with selected user(s).

v To share a contact with groups:

Step 1: In the Share contact form: click the select group icon & by Group field.
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The Group Selector form will appear:

Group Selector |z|

@

Select Group Select Child Group
4

.ﬁ Customers

.;B? Organization

.ﬁ Platform

ﬁ. Partners

Step 2: Select the group path from the left panel. The group corresponding with the path
will be shown at the right panel and available for selecting. The selected group will be
displayed in the Group field.

Step 3: Click Save to accept sharing with the selected users or click Cancel to quit.

After sharing, the shared users/groups will be updated into the Share table in the Share
Address book to other users form :

| Share contact to other users | >
Shared o Can edit? Actons

demo Yes —{,f B

johin Yes l"l. I‘ 3

Contact David Kiein

USET [ john.mary,root 3

Group I &

Can edit?

save || Cose |

In the Actions column, you can click the < icon to change the 'Can edit' right of

specific user/group(s) or click the 5 icon to remove specific user/group from the Share
table. If you want to delete specific user/group, click on the delete icon corresponding to
it and select the OK on the delete confirmation message.
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3.3.11 Send mail to a contact

This function allows you to send a mail directly to one or more contacts in your address book.
To take this action, you firstly need to:

1. Add at least one account in eXo Mail application (see eXo Mail User guide for more
details)

2. Have the email address of the contact which you want to send mail.

3. Email address of the selected account will be used to send mail to a contact.
v To send mail to a contact:

Step 1: Select the Email function. You can do this steps in different ways:

The 1° way: Right click on the contact which you want to send a mail to and select
Email in the drop down list menu:

Work
The 2™ way: Select the contact(s) that you want to send mail by selecting its check
box(s) in the first column, and then click the Email icon on the action bar:

W & Ff -

Qg
@

@ Na ;
Email |
L 3 E ) SU—

a

< 1 Matthew Pette

a

B Tony Tran

@

E Tuan Anh

The 3“way: Right click on the address book and select Email in the menu:
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Address Books

Personal

My Co
5] eXoC

=| Add

Copy

Shared

demo
Music

Share

a_iJExpDrt

.giJ Import

Public o Edit
admini = Ema {I-s

Lisers
(&) Print

WL

The 4™ way: Click on email address of a contact when viewing contact in details.

After selecting the Email function, the Send mail form will appear:

Send Email |Z|
At sendMail | (§) Discard |
From | Root Root <roct@localhost> v
To: |GabriePascal@yahoo.com
Subjeet : I
B 7 U Tg-uwiz = iEEE = = = = 6k & [§ Fomat «| Font - | Size =
Illlustration 25: The Send mail form
Step 2: Input the receivers' email address.
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Besides, the auto complete contacts function allows filtering and listing the receive email
address according to your alphabet input.

Send Email

4t send Mail @ Discard

From | Test =exomailtesti@gmail. coms=

Subject : Aha Nguyen <Ahanguyen@yahoo.com >

Alex Lee <AlexLe@yahoo.com>

Anna Tran <annatran@yahoo.com> g = e
LA =R
Root Root <root@localhost=>

" i Stle hanhlt34 <hanhlt34@gmail. com > v | Size i

= Su:uun:e| B I

lllustration 26: The auto complete feature

Step 3: Input the subject and the message content.

Step 4: Click the Send Mail button to send your message to the selected contacts.

3.3.12 Search contacts

The search contact function allows finding contacts easily and quickly. There are two search
types: Quick search and Advanced search.

3.3.12.1 Quick search

This function allows you to do a quick search with specific keyword in all your contacts. All
contacts having text matching with your search team will be displayed in the Search Result
dialog.

Do as follows:

Step 1: Type search words in the Search box :

|Femanl:lﬂ gy

Step 2: Click the Search icon Q

The search result(s) will be displayed in the right panel:

Search Result
— @ Name ~  Email

= E, Fernando Felipe FernandoFelipe@gmail.com
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3.3.12.2 Advanced search

This function allows you to make a search with multiple criteria, do as follows:

Step 1: Click the Advanced Search icon M next to the search box.

The Advanced Search form will appear:

Advanced Search |z|

Text I

Full Name I

First Name I

Last Mame I

Mick Mame I

Job Title I

Email I

Gender | v

| search || Cancel

lllustration 27: The Advance Search form
Step 2: In this form, you can set the search criteria by :
* Simple text
* Full name
* First Name
* Last name

¢ Nick Name

e Job title
e Email
e Gender

Step 3: Click the Search button to do search. All contacts which satisfy your criteria will

be listed in the Search Result dialog.
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3.4 Tag

eXo Address Book allows assigning tags to specific contacts. Tags are used as labels which
help you filer or categorize your contacts from different address books. A single contact can be
assigned to many tags at a time.

3.4.1 Tag a contact

There are several ways to add or remove tags to a contact.
v To tag a contact:
Select the Tag item by one of following ways:

The 1%t way: Right click on the contact which you want to tag and select Tag in the
drop down list menu.

The 2" way: Select the contact(s) that you want to tag by selecting corresponding
check box(s) in the first column, and then click the Tag icon &) on the action bar.

$ @ = -
= @ N &  Email
of 1 David Klein rooti@localhost

The 3™ way: Drag and drop contacts to specific tag in the Tag space in the left pane.

Add/Remove Tag x

Contact HoaHoa: eXoTag
Tag | |

Colaor | |

eXo Tag
Jira Tag

OO0

Wiki Tag

[ Add ][ Remove ]i Cancel E

lllustration 28: The Add/Remove tag form

v To add tag to a contact:

Step 1: Tag a name.

Step 2: Select color for tag in the drop down list

Step 3: Click the Add button to add tag.
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v To update contact to an existing tag:
Step 1: Select tags to update by selecting available tag check box in the form
Step 2: Click the Add button to add tag.

v To remove tags from a contact:
Step 1: Select tags to remove by selecting available tag check box(es) in a form

Step 2: Click the Remove button to remove selected tag(s).

iz«

Tags

0

4 eXo

To add tag without the contact list included, click the “Add new tag” icon at left pane:The Add/edit tag
will be displayed and available for adding a new tag:

Add/Edit tag X
Tag | x
Desciption
Color |

When opening a tag, you can take all actions on the contacts which are tagged such as move, delete,
print, edit, add tag, print, shared,copy, drag and drop,send mail

3.4.2 Edit atag

v To edit a tag, do as follows:

Step 1: Right click on a tag in tag space and select the Edit item in the menu:

il
Ij' Delete

B Export Contacts

[';_h Prink Contacks
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The Edit tag form will appear:

Add/Edit tag x

=

Tag |0Id friends

Desciption |

Color |

[ sawe || cancel |

Step 2: Make changes in the form such as change the Tag name, description, color.

Step 3: Click the Save button to accept changes or click the Cancel button to quit.

3.4.3 Delete a tag

v To delete a tag, do as follows:
Step 1: Right click on tag name in tag space and select Delete item in the menu
Step 2: Click the OK button in the confirmation message to accept deleting tag or click

the Cancel button to quit.

3.4.4 Export contacts in a tag

v To export contact in tag, do as follows:

Step 1: Right click on a tag and select Export contact in the drop list menu:

= Edi
Ij' Delete

i
ﬂ';_'l] Prin{&ntacts

The Export Contacts form will appear:
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| Export Contacts X

Tag : old friends
n Name Email

[ & David Kein DKlien@hotmail.com
[ & Matthew Pette mattpett@localhost

Total pages: 1« < 1 » =»

NEI'I'IE| =

Sportfomat (5 ycard v |

Exportall || Bxport onlyselected | | Cancel

lllustration 29: The Export Contacts form

Step 2: Select one or more contacts that you want to export by selecting its check
box(s)

Step 3: Enter a file name for the Name field.
Step 4: Select file format from the Export format combo box (e.g x-vcard)

Step 5: Click OK to accept exporting or click the Cancel to exit the form.

A download pop-up window will appear. Depend on what browser you are using, this
window may display differently.

3.4.5 Print contacts in a tag

This function allows printing all contacts in specific tags.
v To print contacts in one tag, do as follows:

Step 1: Right click on a tag in the tag space and select Print contacts in the drop down
list menu.

The contact print preview form appears with details contact information.

Step 2: Click the Print button to continue printing or the Close button to exit the Contact
print view form.
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3.5 Change the View type

This function allows you to personalize your contact view from many different view types. At
present, your contacts can be viewed by List or Vcards.

3.5.1 List View

The list view displays all contacts in the list panel and detail information of the selected contact
in Contact view panel.

v To view contacts by list view, do as follows:
Step 1 In Main tool bar, click View icon and then select List in the menu:

B% Contact [ﬂ Address Book fal mport [ Export 5> View v | [l@] Layout -

2 _J & Name 55 VCards | « Email
Address Books [~|| - @ [ DavidKein root@iocalhost

The contacts are displayed in the list below:

$ @ =
O & Name - Email Job Title
& [ & David Klein DKlien@hotmail.com Manager
|:'| & 1 Matthew Pette mattpett@localhost Admin
O & Tony Tran HulkTran@gmail .com Web developer
B B Tuan Anh designer@gmail .com Designer

5-|Contact Details Last Updated : Mon Apr 05 08:52::

Matthew Pette 44 years old, Male IM  Mattpett66
Admin Phone 75 757 586 876
mattpett@localhost
86 868 347 598
Waork b Home
87 Rangerio Rd, Luton Dist - PCBG6V - eXo 435 Kinston Rd, Hamper Dist - eXo SAS
Australia French
86 868 347 598 75 757 586 876

lllustration 30: The List View form

3.5.2 VCards View

The Vcards view displays all contacts in Vcard form, do as follows:

Step 1: On Main tool bar, click the View icon and then select Vcards in the menu:

59 Contact [ AddressBook | [g Import [g Export || 52 View~ | [[@] Layout~

| Q VCards | Lt
LS

| Address Books |Z| [ David Klein
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The contacts are displayed as Thumbnails:

VCards

E David Klein & 1l Matthew Pette

Manager Admin

Email 1: [7] DKlien@hotmail.com
Phone : 57 338 867 608

Mobile : 99 754 086 890
View Details

Email 1: [ mattpett@localhost
L Phone : B6 868 347 598
8| View Details

lllustration 31: The VCards View form

Step 2: You can click the View Details to see the contact details in a pop up.

In case the contact is tagged, a tag icon is shown at the right corner that shows all the

tags of the contact. You can click on a specific tag in the menu pop up for details.

3.6 Change the Layout
eXo Address Book layout allows you to show or hide many parts of Contact interface.

v To configure layout, do as follows:

Step 1: On the main tool bar, click the Layout icon, and then select an item in the drop
down list menu.

- Layout ~
-.A’} Default layout

v  Left Pane

v Address boocks

+ Tags

Step 2: For example, if you unselect the Navigation item in the drop down list menu,
the navigation panel in the left area will be hidden.
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It is our hope that information stated above is valuable to you, our customers and users in the
process of experiencing the eXo Address Book . To clearly support for benefits recognition from
customers and users, we would like to summarize key features of eXo Address Book as follows:

* User friendly interface: Clean, AJAX-enabled Ul with drag-and-drop, right-click
contextual menus.

« Unlimited Address Books: Create multiple private and public address books to group
and share contacts more effectively.

- Sharing: Share address books or individual contacts with other users or groups.
« vCard Support:: Import or export contact information from vcard (.vcf) format.

« Tags: Keep related groups of contacts organized using tags.

* Multi-views: View contacts in list format or as thumbnails.

+ Advanced Search: Find contacts in address books through an advanced search
system.

- Contact Organization: Use drag-and-drop features on one or many contacts to
organize them by groups, tags and/or address books

eXo Address Book is really the best choice if you want an application that helps you enhance
your productivity : sharing, search, tags, vcards and other group actions.It not only helps you
schedule your time more quickly and conveniently but also manages your shared and public
agendas in the organization efficiently.

Our Company is always willing to receive any feedback, ideas that can make the guide better.
Serving and resolving all issues related to the eXo Address Book are our responsibilities, so
please post your questions at our forum freely.

This user manual has provided a thorough explanation of features and terminologies within eXo
Address Book. Now that you know how to create, manage and share your contacts and
address books, you may have more questions or want to get involved in the eXo community.
The following links can connect you with resources to learn more and contribute to the open
source development process.

e Learn more about eXo Platform 3.0

¢ Video demos, tutorial and more in the eXo Resource Center

e Access another eXo documents in the eXo Wiki

* Ask question about eXo Address Book in the Forum
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