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Preface

Thank you and congratulations for choosing the SUSE LINUX Openexchange
Server. The SUSE LINUX Openexchange Server is a combination of a power-
ful e-mail server and a comprehensive groupware solution. For the introduc-
tion of a groupware solution to be successful, both for management and users,
you must create acceptance for this software solution in your user base. For this
reason, the following pages emphasize what to expect from a groupware prod-
uct in general and from SUSE LINUX Openexchange Server in particular. The
manual also gives hints for how to ensure your introduction of a product with a
functional range fit for many company structures will be a hit.

Our special thanks go to the technical project leader Martin Kauss and the de-
velopers of groupware in SUSE LINUX Openexchange Server, Stefan Preuf,
Marcus Klein, Benjamin Otterbach, and Marianne Schroder, as well as Michael
Pawlak, Frank Hoberg, and all other participants. Furthermore, we would like
to heartily thank all employees of SUSE LINUX AG for the excellent team work.






Infroduction to Groupware

Since companies deployed IT systems, massive changes in their workflow be-
came apparent as most processes of a company are computerized. Things that
happened solely through a close collaboration in the past are today performed
asynchronously in different locations and not only by people working in the
same company. The modern requirements of a company for both internal and
external coordination, communication, and quality of service has given rise to a
type of software application commonly known as “groupware.”

[I.1  Advantages of Groupware Solutions| . . . . . .. ... 4
[I.2 TheConcept| . ... ...... ... .. ... ..... 6
[L.3  Introducing the Groupware| . . . . ... ... ... .. 10
[L.4  Working with the Groupware| . . . . . ... ... ... 12

[I.5 Getting Started| . . . ... ... ... ... ... 15
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1.1 Advantages of Groupware Solutions

The SUSE LINUX Openexchange Server combines a powerful, web-based
groupware solution with the seasoned SUSE LINUX eMail Server III, which is
based on the stable SUSE LINUX Enterprise platform. You chose one of the most
comprehensive solutions in this category that is mostly based on free software.

1.1.1 Cultivating Relationships with Customers

Most companies have noticed that the relationship with customers plays a spe-
cial role in their success. Customers are easily frustrated if they must repeat
their requests or must wait indefinitely until the required employee returns.
The pace of the market’s change requires a fast and flexible company structure
to withstand the pressure of open competition. The less hierarchical structures
(team and project work) require an increase in communication and coordination
of all participants. A company organization optimized in relation to commu-
nication and flow of information plays a central part for the business’s internal
events as well as for the cooperation with customers, suppliers, and business
associates. In this respect, it is important to avoid breaches in communication
structures and to close informational gaps to increase the flow of information.

1.1.2 The Groupware Solution

With job distribution, project management, appointment calendars, and other
shared resources, groupware makes it easier and faster to coordinate a decen-
tralized employee base. The SUSE LINUX Openexchange Server offers group-
ware that can meet these needs. Even in smaller businesses, coordination be-
tween all employees using this type of application helps improve efficiency and
avoid collisions. In most companies, a systematic collection of information and
control over communication with customers is a challenge that requires a cen-
tralized approach for data storage and communication structures so current
information is accessible. Grouping information, like address sources, in group-
ware can significantly decrease the need for data storage and maintenance. If a
change in address data becomes known to one person in the company, the new
address can be made known to everyone in the company by updating the ad-
dress in the database. For this process to be successful, it is important that all
colleagues are aware of the consequences of entering false data and that the per-
mission structure is implemented properly.

1.1. Advantages of Groupware Solutions



1.1.3 Central Data Storage

The possibility to assign a company address to multiple contacts avoids redun-
dant data. Another type of software that meets similar requirements is “Cus-
tomer Relationship Management” (CRM). However, optimization of work pro-
cesses and basic operations, rather than optimization of certain tasks (CRM),
provides the real advantage of a groupware solution. The interoperability of the
SUSE LINUX Openexchange Server as well as other systems in the company
(e.g., ERP, CRM) is an important factor for fulfilling the requirement of group-
ware to extend and integrate existing IT systems. Another important aspect of
such an interoperability is the possibility to manage documents associated with
customers or projects.

1.1.4 Information for Everyone

Usually a document is created using a word processing program or an editor
then sent using an e-mail program while the document remains inaccessible to
everyone on the creator’s computer. It would be sensible, in contrast, to orga-
nize all relevant data concerning customers and projects using the project or
document management of the SUSE LINUX Openexchange Server. Your col-
leagues can then access documents, e-mails, calculations, appointments, and
notes concerning a project or customer, if permitted. With the permission man-
agement system, grant access to all people involved. This feature, combined
with the job management system and the scheduler, helps managers stay in con-
trol of a project.

1.1.5 Information Pool

Of course, you can extend the illustrated example concerning customers to a
verification of offers, a contact history, or contract data. However, the effective
collaboration of your project team and colleagues is primarily ensured by com-
plete documentation of the project’s progression and the relationship to your
customers. Documenting all business events creates the basis for meeting all
expectations regarding customer relations and project flow.

1.1.6 Keeping Track

Other tasks related to appointments, such as managing resources, can also be
simplified by being controlled centrally. Using the groupware’s resource man-
agement can help meetings be organized better. It also makes it possible to find
out who is currently using a resource and to manage resources better.
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1.1.7 Everyone Participates

To implement a groupware approach successfully in your company, both the
planning of its deployment and the users’ acceptance of the corresponding
changes in the workflows are vital. The SUSE LINUX Openexchange Server,
with its carefully chosen functionality, provides your colleagues with a real
added value.

One thing is important to remember: Only data entered into the calendar can
be found using it. Those who do not assign all documents they send to a cus-
tomer to the specific customer or project keep the old structures and inefficien-
cies. Groupware can only help if it is used.

1.1.8 Easy Start

The formation of workflows must be taken forward step-by-step with the accep-
tance of the software by every user. In doing so, internal company hierarchies
must be overcome, because the possibility to combine different people, such as
the operator, the head of a department, and the director to a working group, is
central to modern team work. The rights and privacy of each group member
must be protected and guaranteed while workflows and processes are delegated
effectively and precisely.

The possibility to model existing processes allow for an easy introduction of the
groupware. Although the SUSE LINUX Openexchange Server allows defini-
tion of new processes and workflows that override analogies and hierarchies of
existing company structures and that are oriented along the possibilities of the
SUSE LINUX Openexchange Server to create department-spanning workgroups
that incorporate external partners or even customers, these extensions should
be introduced gradually after successfully creating a basic acceptance by your
users in first modeling already existing processes.

1.2 The Concept

The key to a successful application of a groupware solution is that all its func-
tionality must be available to each and every user in your company to help
them handle their work more efficiently.

1.2.1 Functional Range

The SUSE LINUX Openexchange Server continues the successful concept of
the SUSEproduct line of powerful mail servers. It furthermore offers additional
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functionalities in the form of a powerful groupware solution.

Your users may access all offered functionality of the SUSE LINUX Openex-
change Server unrestrictedly through a powerful web front-end, which not
only guarantees all users a consistent and standardized interface on the client
side, but releases the administrator from the burden of possible installation
and maintenance tasks on the client computers. On the server side with the
SUSE LINUX Openexchange Server, find a secure and powerful platform that
is mostly based on free software.

1.2.2 Modules

The SUSE LINUX Openexchange Server only comprises those functions that
company infrastructures of any size really need while discarding superfluous
and redundant functions. In the segment of appointment management and co-
ordination, the SUSE LINUX Openexchange Server offers a personal calendar,
group calendar, appointment scheduler, resource management, and reminders
as well as a powerful availability check and automatic appointment querying.

In the core of the functionalities of the SUSE LINUX Openexchange Server, find,
besides the appointment management, the contact management to organize
your customer and partner addresses with their corresponding contacts. Nat-
urally, the contact management possesses an export function of contact data
(vCard). Due to the open structure of the application, you also have the possi-
bility to access the databases directly (e. g., for data imports). The module job
management organizes group tasks and allows creation of new jobs with confir-
mation and reminders by e-mail.

Moreover, the SUSE LINUX Openexchange Server can replace previous tools
for project management completely and efficiently. In the project information
module, create project-bound jobs and grant authorized users access to all rele-
vant information regarding the project and all objects (Addresses, Documents,
Forums, etc.) linked to it.

Another part of the SUSE LINUX Openexchange Server is the integrated docu-
ment management. It allows a folder and group-based filing of your documents,
upload and download via Internet, and includes a document-based permission
management with an inheritance of folder permissions to subfolders and docu-
ments.

Futhermore, the SUSE LINUX Openexchange Server offers a module for knowl-
edge management for collecting any kind of knowledge centrally and sort, man-
age, and keep it available by categories and subcategories. Every user may ex-
tend existing knowledge items and create new entries or new categories. The
knowledge area is also organized in a folder structure and contains a search by
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title for each entry. Using the linking technology, assign documents, forum en-
tries, bookmarks, or jobs to each entry.

The SUSE LINUX Openexchange Server also offers a powerful bookmark man-
agement system. Using the bookmark management, interesting links can easily
be made available to all employees. Access to bookmarks may be restricted to
yourself or groups.

The SUSE LINUX Openexchange Server can manage an unlimited number of
forums and provides users with functions like subscribing to a forum or infor-
mation about the most frequented forums. Additionally users may subscribe
to a specific entry on a forum, so that entries and answers will be mailed to
them. The forum functionality is complemented by the pin board module. The
pin board is a virtual bulletin board onto which every user may “pin” a note.
All entries come with a life time. Authorized users may publish these notes
on the portal page of the SUSE LINUX Openexchange Server for certain users
or groups. Another efficient possibility for team work are the notes modules.
In most modules of the SUSE LINUX Openexchange Server, users may attach
notes to each object.

1.2.3 The Web Front-End

The SUSE LINUX Openexchange Server is comfortably administered using the
web front-end. Additionally, the user interface on the client side and the tool for
e-mail management (Webmail) use the same functional web front-end. Users
only need to be introduced to the handling and usage of one web front-end.

No other client-based software is needed. Every user of the SUSE LINUX Open-
exchange Server may log in to the Welbmail module to access or edit their mail
completely independant of the client platform. The consistent folder structure
based on the IMAP4 standard can be accessed any time with any browser. The
Webmail module may be configured to to use the company domain in the e-
mail addresses of users. Additionally, mailing lists may be generated and fil-
tering rules defined. Signatures and vCards can be added and LDAP address
books accessed. OpenLDAP provides the basis for secure user authentication.

1.2.4 Enterprise Server

The operating system for the SUSE LINUX Openexchange Server is based

on the SUSE LINUX Enterprise Server. The SUSE LINUX Enterprise Server

is known for its robustness and reliability and meets the highest security de-
mands. Furthermore, it offers a professional maintenance support and longer
product life cycles. Moreover, the SUSE LINUX Openexchange Server is based
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on the approved open source mail server Cyrus (IMAP) and Postfix (SMTP,
POP3).

1.2.5 Security

The aspect of security should play a dominant role in all companies. When com-
municating with your own colleagues, partners, and customers over Internet,
security has a special significance. Security is mainly a concern for the client
side. PCs on the client side, particularly common mail and groupware clients
(fat clients), pose well-known security threats.

Also, web servers, which, unlike Apache, are not based on the relatively secure
Linux platform, create known vulnerabilities an attacker could use to reach the
underlying operating system core. SUSE LINUX Enterprise Server provides effi-
cient protection from attackers with its user and permission philosophy as well
as a package selection continuously maintained and updated by SUSE.

For external access, the SUSE LINUX Openexchange Server supports SSL en-
cryption, the standard used by banks. This allows secure worldwide access to
company internal data from any PC.

1.2.6 Open Standards

In a world in which IT infrastructures are subject to a continuous change, open
standards that allow an integration of different products that are already in use

in your company or will be in the near future become more and more important.

The SUSE LINUX Openexchange Server belongs to a type of solutions that are
based on industry standards. Therefore, the SUSE LINUX Openexchange Server
allows components to be added or replaced with third party products. You are
not forced to use only additional SUSE LINUX products, but are free to do so.

The SUSE LINUX Openexchange Server supports every important communi-
cation standards, like LDAP and IMAP, completely and unrestrictedly. Every
internal directory access is handled by the SUSE LINUX Openexchange Server
via LDAP without the need for an additional directory service.

1.2.7 Extensibility

The SUSE LINUX Openexchange Server knows all protocols and standards
commonly used in modern Internet communication so can be extended on a
very large scale. The SUSE LINUX Openexchange Server can primarily be seen
as an “alternative” to products like Exchange or Groupwise, which means that
no resources can be imported, for example, from an existing Exchange server.

SUSE LINUX — Openexchange Server 4.1

8I0MANOIS O] UOILONPOILU|



The SUSE LINUX Openexchange Server does come with a synchronization
function to use Outlook as a client. Supported are MS Outlook of Windows

98, NT, 2000, and XP. Synchronization with the Palm client is possible as well.
Using the synchronization tool, a synchronization with most PDAs can also be
done since most handhelds and modern mobile phones can, in turn, be synchro-
nized with Outlook or the Palm client using a standardized interface.

Specially trained partners of the SUSE LINUX AG are available to assist you. A
software-based tool for migration from MS Exchange will soon be available as
well. As such undertakings are usually very complex, SUSEcan provide consul-
tants for project planning and realization. Specialized partners may be brought
into these projects as well.

1.2.8 Unified Messaging

To provide your colleagues with fax and SMS services, using the SUSE LINUX
Openexchange Server web front-end, use the ferrari fax server. The ferrari fax
server is integrated part of the SUSE LINUX Openexchange Server and can be
used as an ideal extension of the SUSE LINUX Openexchange Server webmail
client. Using the webmail client, users can send faxes and SMS messages as eas-
ily as writing standard e-mails. Instead of e-mail addresses, specify valid fax
and mobile phone contacts. More information regarding the ferrari fax server
can be found at http://www.ferrari-electronic.de/

1.2.9 Licenses

All license fees only depend on the number of users that use the groupware sys-
tem, no matter which client they use to access their data and no matter how
many servers are used. Because the SUSE LINUX Openexchange Server does
not depend on other products, no additional costs arise.

1.3 Introducing the Groupware

The following provides suggestions and examples of how to successfully intro-
duce the SUSE LINUX Openexchange Server and cause as little irritation as pos-
sible. For that purpose, you need to give some thought to the users and groups
to create and to each project and work group. The question to answer primarily
is how to model your businesses structure in terms of the modules of the SUSE
LINUX Openexchange Server. The resulting work flow may require the users to
change their work habits, but only to the better.
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Still, the SUSE LINUX Openexchange Server leaves you with the utmost free-
dom to model the company processes, define groups, projects, forums, and the
structured composition of your knowledge base. Most important for the effi-
ciency of the new workflow are the user privileges. Everyone should easily be
able to find and access necessary information, but at the same time the privacy
of each user must be protected. Only then will the SUSE LINUX Openexchange
Server merit the trust of the users and be used as much as possible.

1.3.1 Company Structure in Terms of the Product

Groupware solutions, like the SUSE LINUX Openexchange Server, by nature
encourage the creation of small teams that you should anchor in the user and
group management of the SUSE LINUX Openexchange Server. In doing so, it is
important to decide which part of the company structure these teams represent.
That is how productivity is increased by forming a certain team.

A group may be an already existing team or a whole department, such as pur-
chasing, controlling, or accounting. It may be based on certain projects or as-
signed to a specific customer. A gradual forming of new groups allows people
to get used to new concepts and actually be convinced by the improved effi-
ciency.

1.3.2 System Requirements

On the client side, with the platform independent web concept, there are hardly
any technological requirements that limit the use of the SUSE LINUX Open-
exchange Server. A modern browser, such as Mozilla 1.x, Netscape 6.x or 7x,
Opera, or IE6 should be used with JavaScript activated. You do not need to con-
cern yourself with Java, as this functionality is provided by the server.

It is important that your users remember that each new page in their browser is
created by the application server. It is vital that, for example, the cache function
of the browser is disabled and that each user gives up using the navigational
elements of the browser, as they might activate data that is “invalid”, because

it comes from the browser’s cache. To view information on the previous page
quickly, it can be useful to use the ‘Back’ function of the browser, but not if any
new information was entered. Usually, it is more advisable to use only the GUI
of the SUSE LINUX Openexchange Server with its controls while navigating the
groupware.

On the server side, the system administrator must ensure that the Java engine is
running and working. This and the presence of other components, like a Post-
gres database, an OpenLDAP server, or the Apache web server, is ensured when
installing the Openexchange Server 4.1.

SUSE LINUX — Openexchange Server 4.1

8I0MANOIS O] UOILONPOILU|



The interaction among the groupware’s three main components, the mail server,
the LDAP server, and the actual groupware (application server), works as fol-
lows. The LDAP server is responsible for every aspect of user authentication.
All users of the SUSE LINUX Openexchange Server are created and managed
in the LDAP directory. Additionally, the LDAP tree contains the e-mail folder
structures for each user that receives e-mails from the Cyrus IMAP server. Also,
all public and private address books are saved both in the database and the
LDAP server. Individual information about specific user and object permissions
are, on the other hand, stored in the groupware and thereby in the Postgres
SQL system. The Apache server delivers the pages for each of the application
server’s processes.

Depending on the qualification of your colleagues, it might be useful to make
these correlations known in an internal training. A deeper knowledge of all the
connections and interactions is not necessary, however, to successfully use all
the features of the SUSE LINUX Openexchange Server.

1.4 Working with the Groupware

Only if, little by little, everyone uses the available modules efficiently according
to their demands will the gain such a solution provides fully show. Paper notes,
secondary applications, external address books, fax directories, address books,
and a paper calendar should all be obsolete. Multiple data maintenance not only
wastes time, but undermines the concept of groupware with its centralized data
storage.

1.4.1 Interaction of the E-Mail Server and Intranet Modules

Both the e-mail server and the intranet modules of the SUSE LINUX Openex-
change Server work together transparently and effortlessly. The most important
shared information is combined in the LDAP directory, which plays a central
role as the directory service regarding data storage and delivery. Because of
IMAP, the mail management remains centralized, so your users have access to
their mails from every workplace. It is useful to demonstrate the advantages of
IMAP in an introductory training to increase the acceptance of the SUSE LINUX
Openexchange Server. Furthermore, the groupware uses the functions of the
built-in e-mail server for notifications that are automatically generated and de-
livered to the users, like the confirmation of an appointment, a notification that
an appointment has changed, or a reminder for an upcoming job. Addition-
ally, the Webmail function accesses the e-mail server directly. To complete our
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survey, some general hints about searching for and locating information in the
groupware are provided. Share these with your users during training.

1.4.2 Search and Find

A central question for the efficient handling of all the groupware modules lies
in finding the desired information quickly and without hassle. Many search
strategies can be applied, such as complementary or overlapping search, search
within just one module, and, of course, the convenient search with wild cards.
Information is the heart of a groupware and finding and evaluating data is an
integral part of working within groupware. For this reason, it is most important
that every user knows how and where to find necessary information.

1.4.3 Keeping Track

First and foremost, it is important that your users can always keep the upper
hand on all information, so they can prioritize everything the information flood
may contain. A first glimpse of all relevant information is contained in the por-
tal page on which all relevant data for that day is displayed when the user logs
in.

1.4.4 Using Every Available Tool

On the portal page, for example, every user may find out whether new e-mail
messages are available or if jobs or appointments need attention. All current
projects and overdue projects are also displayed. Another important function
to keep track of everything is the ‘Current’ page. It gives a quick overview of
all news in each module posted by other users while the user was away. The
time frame to display can be specified and different parts of the software can be
accessed directly to see more detailed information or modify an upcoming task.

It is not only very important that users assiduously and effectively use the link-
ing function to foster an exponential growth of informational content (without
increasing the volume of the stored data), but that existing links are displayed
while someone looks for information, so connections can be discovered that
would not become apparent in a more linear search. When looking at a certain
project and examining its links, the user can find all documents and appoint-
ments related with the project. The informational structure therefore is very im-
portant, but such a structure is not dictated by a good groupware like the SUSE
LINUX Openexchange Server. It is completely your responsibility and your op-
portunity to make it perfectly suit your needs.
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1.4.5 Privacy

The successful introduction of a groupware concept can only fail due to a lack
of acceptance by your users. A common and valid argument against central
data storage in general is a possible violation of users’ privacy. Therefore, the
user and group management of the SUSE LINUX Openexchange Server guaran-
tees, despite the team philosophy, a complete and comprehensive protection of
your private and personal data at any time from public areas on the basis of the
LDAP functionality.

1.4.6 Corporate Identity

Because the SUSE LINUX Openexchange Server qualifies for businesses of all
sizes, adaptability and configurability of the intranet functions or the look of the
client application are indispensable characteristics. Of course, it is also possible
to adapt the layout of the web interface to the corporate identity of your com-

pany.

1.4.7 International Standards

SUSE LINUX Openexchange Server is optimized in many ways for use in in-
ternational companies. Using the setup module for your user profile, easily set
the time zone of your job. Already existing appointments are automatically con-
verted to the time zone values chosen. This makes it easy to keep track of your
appointments in foreign countries. Additionally, SUSE LINUX Openexchange
Server allows you keep track of project and job costs, taking care of different
currencies that might be needed for each job and project. Additional curren-
cies can be added by your system administrator. IS and SHOULD costs of an
entire project can be tracked using the information of all related jobs automati-
cally. Even jobs using different currencies can be tracked. All used currencies are
tracked separately in the detailed view of a project.

The complete web front-end is available in both English and German. Using
the English web front-end uses the US date format. Change between the En-
glish and German web front-end easily using the setup module of SUSE LINUX
Openexchange Server. SUSE LINUX Openexchange Server also supports UTF8
font codings. This allows you to make inputs in the web front-end using for-
eign or special font types, such as Japanese letters. Even the webmail client al-
lows you to use UTFS8 font codings. Another feature is the support of a national
holiday list. Predifined holidays for different countries and cities can be easily
provided to all system users on their calendar by your system administrator.
Furthermore, each user can add his own list to add personal holidays.
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1.5 Getting Started

On the following pages, find an in-depth documentation of all functions of the
SUSE LINUX Openexchange Server. Now it is up to you to make the introduc-
tion of the groupware concept a success in your company as well. Start by train-
ing small teams and organize the introduction gradually. The enthusiasm of
your colleagues will come as expected and guarantees a further motivation of
all employees.
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Basics

This chapter provides information about logging in and out and for common
elements, such as permission management, notes, links, and global search. It
also provides an overview of buttons commonly used in the application.
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2.1 Connecting

2.1.1 Login

Log in to identify and authenticate yourself. This process gives users access only
to the sections to which they should have access.

Benutzer:  [Berts]

,_: !_: Passwort |

SuSE LINUX SERVER

Figure 2.1: Login Page

This page has an entry form for your user name and password. Authentication
is case sensitive. If you do not enter them properly, an error message appears.

2.1.2 Logout

When ending your session, you should always log out of the application. To do
so, click ‘Logout’ in the upper right corner of the groupware interface.

2.2 Graphical Buttons

Use the green SUSE LINUX Openexchange Server menu bar at the top of your
browser window to access “Help’ or the ‘Setup” dialogs or use it to log out. Be-
neath, find the icons of the groupware. Use them as described in the following.
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[ @ ] Portal This icon returns you to the portal page. Refer to Chapteron

page[B7}

[] Calendar The calendar icon takes you directly to your appointment cal-
endar. Existing appointments may be viewed there using the day, week,
or month view. Also modify existing appointments or create new entries.

Refer to Chapter [ on page

[ g] Address This opens your contact module, which contains, in a concise,
alphabetically-sorted table, all your private and global contacts and com-
pany address entries. Here, it is possible to edit existing contacts and com-
pany addresses or enter new ones. Also use it to access the address data
of known contacts for a master address. Refer to Chapter |5 on page[63]and

Section[5.T)on page[64}

Y

[ é] Job This opens a list of all your incomplete jobs. All jobs are listed in a
table including all vital time data. New entries can be created quickly.
Existing jobs can easily be modified. Also delegate jobs in this area. For
information, refer to Chapter[6|on page

i
[ @ ] Project This opens a list containing all projects that have been assigned
to you. From the concise table, quickly access all relevant data about your
projects. Also use this to modify projects or create new entries. Refer to

Chapter |Z| on page

[\\3] Document Use this icon to open the document management system
of the groupware. The file manager display makes it easy to access
documents. New documents can also be added. Refer to Chapter|[§on

page[103]

2
[ “‘-3}3] Knowledge This opens an area in which all articles created or collected
by your colleagues can be found for you to benefit from their knowledge.
A folder structure helps you sort and index all knowledge entries. Refer to

ChapterB|on page

[ \;] Bookmark This accesses the central bookmark directory. Similar to your
browser’s favorites or bookmarks list, links to various intranet and In-
ternet pages are placed in a folder hierarchy. The bookmark page of the
groupware has the advantage that all interesting links can be shared with
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your colleagues. You may also modify or create new entries here. Refer to

Chapter[I0]on page

P

[ LL] Forum Using the forum icon, open the forum of the SUSE LINUX Open-
exchange Server. It enables you and your colleagues to discuss various
topics. Each discussion is divided into threads to make it easy to follow
a given discussion. You can also subscribe to threads or even an entire
forum, so answers are sent to you by e-mail. Thanks to the permission
management system, you can also grant external business partners access
to the forums. Refer to Chapter[I1]on page

»
[ﬁ] Pin Board This is a system-wide note system in which to create notes
for yourself and other users of the system. Clicking here opens the area
in which to view and modify existing notes and create new ones. Refer to

Chapter[12|on page

M
[63]] E-Mail This accesses your Webmail account. Webbmail is a complete e-

mail client that can be used to read, compose, and manage your e-mails.
Information is available in Chapter|13|on page

2.2.1 Buttons to Create, Edit, or Delete Objects

“ Create

" Create new folder (Documents, Bookmarks, Knowledge)

\} Edit

e
'1' Delete

2.2.2 Buttons for Notes

g
~.J Attach note
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2.2.3 Miscellaneous

b

e Move document

sol1sog

I"
O Display online help about the active area

-

=™ Print the list of objects. The active table is converted into a print-
optimized table, which you can print using the print function of your web
browser.
]

-'] » Using the small calendar, select a date with a few mouse clicks.

2.3 Permission Management

The SUSE LINUX Openexchange Server groupware permission management
system has two aspects. On the one hand, administrators can assign permissions
to entire modules of the groupware to users. On the other hand, individual read
and write access can be specified for each object. The permission management is
hierarchical: if a user does not have access to a module, none of its objects can be
accessed.

2.3.1 Permissions for Modules

Permissions for Single Modules

The administrator may specify a profile for each user that specifies which mod-
ules may be accessed. If you do not have access to a certain area, its correspond-
ing button does not appear in the main navigation bar. If you need access to a
module, request clearance from your administrator.

Note

New permissions only become active the next time the user logs in to the
groupware.

Note ]
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Defining Object-Based Permissions

When you create or edit an object, specify who has access to that object. If some-
one does not have access to an object, it is not available in search results or other
lists. Assigning permissions is usually done using the ‘Read access” and “Write
access’ tabs, which can be opened while creating or modifying an object in each
module, such as ‘Calendar’, ‘Jobs’, or ‘Projects’.

Using ‘Read access’, specify which users may only read this object. Using “Write
access’, specify those users who may read and modify this object. ‘Write ac-
cess’ includes the permission to delete an object. Access can be granted to entire
groups or single users.

Drafts

Use ‘Drafts’ to assign a draft in which participants and read and write permis-
sions are predefined. If you choose a predefined draft, matching all your needs,
no further manual setup of read and write permissions is needed. To add drafts,
simply click the tabs ‘participants’, ‘read access’, and ‘write access’ to define
own read and write permissions. A list of participants is only stored in the job
module.

If you have already assigned participants as well as as read and write permis-
sions for the new object, you can store this settings as a draft. To do so, click
‘drafts’. In ‘title’, assign a name to the new draft. In description, add a short
comment regarding the settings to store in this draft. To use the new draft as
default for all new objects of a specific module, activate ‘Default draft’. To save
the draft, click ‘Save’.

Existing drafts for the current module are displayed in a list at the bottom of
the form. To assign an existing draft to the current object, click the draft in the
list on bottom of the form or select the corresponding entry in the draft field

in the main tab. Drafts are are stored and organized for each module section
separately. For example, you cannot use drafts for the job module in the project

module.
Mo draft \

Figure 2.2: Selecting an Existing Draft
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Appointment | Participants | Read access | Write access | Resources | Sequence | Availability | Query | Drafts |

Title: |

Description: |

Default draft: [
Save Draft
Title: Date Description s)raaf’a(u\t Delete
¢ | Default Draft 0941203 | Lise awery time after first start & r
Load Draft | Save |

Figure 2.3: Adding a New Draft

r Note
Read and Write Access

Further information regarding read and write permissions can be found
in the respective chapters. When creating an object, you will usually find
defaults that allow you to work quickly and easily.

Note ]

Groups

Add entire groups by selecting the group in the upper left list then clicking
‘Add >’. The chosen group is then added to the list on the far right that contains
all chosen groups. Search for a group by entering its name in the text field, using
wild cards if desired (refer to Section@on page , then clicking ‘GO’. To re-
move a group from the right list, select it and press ‘< Remove’. In all lists, make
a selection of multiple items by holding down (Cirl). By default, you can only see
your own user groups.

Users

To add a person, first choose a group in which the user is a member from the left
list in the section ‘Groups of users’. Then click ‘Show users’. All members of the
chosen group are listed in the left list in the ‘Users’ area.
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Address | Read access | Write access |

The following groups and persons have read access: m— @

Groups of users

Search:

Read access to:

all groups / persons add » users
demogruppe
users

< remave

Show users

Search:

GO Read access to:
Bliik, Jirgen - add > Finsel, Jan
Finsel, Jan |
Ll < remave

save | cancel

Figure 2.4: Read Access — Assigning Object Permissions

To assign a certain person to an object, select the person from the left list and
click “Add >’. Alternatively, use the text field above the list to search for a user
directly. Search by login name or first and last name. Wild cards are accepted
here as well.

Users without access to the module cannot be chosen. These users are marked
with light gray letters. Users that can be selected are shown in black. This en-
ables you to see that there are more users in a user group that will not be able to
access the new entry.

A more detailed description can be found in the following pages or the online
help of each dialog. More about the search function can be found in Section [2.6]
on page To remove a person’s assignment to an object, choose the person
from the right list and click ‘< Remove’.

Delete Right

Use the list field ‘Delete right” to choose which users should be allowed to delete
this job. Activate ‘Like write access’ to grant delete rights to all users with write
access to the object. Choose a single user to grant the ownership to this object.
The user would become the only one allowed to delete the object later. Addi-
tionally ,this user is able to hand over the ownership of the object to another
user. The user with the delete right is shown as the owner of the job in the his-
tory of the job’s detailed view.

2.3. Permission Management



Documents

Folder | Read access | \rite access | Drafis |

The following groups and persons have read access More 6
Groups of users

Search:

FRead access to:
all groups / persons users
o/
users
< [EMOYVEe
Show users

Fead acoess ta:

. < rBMOYE
mailadmin

Figure 2.5: Users without Access to the Module Cannot Be Chosen

Extended View

Apart from the basic form for assigning someone to an object, you can also use
an extended view. Simply click ‘more” in the upper right of the status bar.

In the extended view, see a tree representation of all existing groups on the left
side. If you click the plus sign in front of a group’s name, the view is extended
to show all group members.

To assign a person or group to the object, mark it by clicking the box in front of
the respective name. Next, click “Add >" and the chosen users and groups are
assigned to the object. Groups are listed in the upper list. People are listed in the
lower list.

Users not granted access to the module cannot be chosen. These users are
marked with light gray letters. Users that can be selected are shown in black.
This enables you to see that there are additional users in a user group that will
not be able to access the new entry.

To remove a person or group from the object’s permissions, choose it from the
respective list and click ‘< Remove’ below the corresponding list.
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Calendar

Appointment | Participants | Read access | Write access | Resources | Sequence | Availability | Query |

Choose participants for this appointment Back @

Directory of groups and users

i Participating graups
™ adi-soft (3) b2 ng o
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T hp (1)
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I e Participants:

I sava (2)
™ users (19)
I wunderlich (1)

< remaove
Save Cancel

Figure 2.6: Extended View of the Permission Management

2.3.2 Special Access Permissions

All modules allow a “quick setting” to be used instead of assigning permissions
individually when creating an object. In the main ‘Address’ dialog, you can,

for example, create the address globally for every user or privately for yourself
only. You only need to choose ‘everybody’, ‘private’, or ‘individually’. The op-
tions have the following significance:

Everybody

This object is public and can be accessed by every user who may also access this
module. When creating an address with this option, it is added to the public
address book of the LDAP server.

When choosing this option, every user gains both read and write access to this
address. To grant access only to a specific group, choose ‘individually’.

Private

The object is private and may not be accessed by anyone but yourself. When
creating an address using this option, it is added to your private address book
on the LDAP server. You are the only one that has read or write access.

2.3. Permission Management



Address | Read access | Write access |

' averyhody  nrivate @ individually @

Company ISampIE Company

More |

Street [samplestr 31

Postal code [t

City ISampIe Lake City

Country Jusa

State [main

Telephone [se5-232311

Fax [555-242141

eMail I\nfo@samp\e—cumpany‘de

URL |http://5amp\efcnmpany‘de

Status

Numnber of smployees

Sales |

Tax-1D number |

Commercial register entry |

Branches | H
H

Figure 2.7: Read and Write Access to Addresses

Individually

Using this option, you must specify the people or groups to whom to give ac-
cess manually using the tabs ‘Read access’ and ‘Write access’. This option is also
activated automatically if you make manual changes in these sections. Even if
you did not assign read and write access to yourself, you will keep it until some-
one who was explicitly granted access changes the entry.

r Caution

Because these options sometimes work differently from one module to
the next, this is addressed in each chapter. In principle, write access auto-
matically grants read access. If you give someone read access, however,
write access is not given automatically.

Caution |
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2.4 Notes

Notes can be attached to almost any object. Specify each time whether the note
is only for you or for everyone that can also read the parent object.

2.4.1 Viewing Notes

From the details page of an object (e. g., an address), open the notes by clicking
the ‘Notes’ tab. This provides a list of all notes attached to an object.

Project | Participants | Comments | Milestones | Jobs | History | Notes | Links |

g L -
Pagel1/1 i D \}\}6
Netes (6) e o]
Title T& Created by 6 Content ¥4
[> | Manual Chapter 1 Martin Mustermann Intranst Overview
= | Manual Chapter 2 Martin Mustermann Basic Items
[> | Manual Chapter 3 Martin Mustermann Portal
= | Manual Chapter 4 Martin Mustermann Calendar
> | Manual Chapter § Martin Mustermann Addresses
[> | Manual Chapter 6 Martin Musterrmann Contacts
Cancel @
Figure 2.8: Notes List

2.4.2 Attaching a Note to an Object
pat

From the notes list, create a new note using the icon 5l . Then enter the title
and content of the note.

You may assign permissions to each note. Use the two options in the upper part
of the form to specify who has access to this note. If you choose ‘private’, only
you will be able to see this note. If you choose ‘like the associated object’, every-
one that has access to the parent object also has access to your note.

2.4.3 Removing Notes
Notes may be removed from an object at any time by opening the details page

of the note then clicking the trash can icon. When an object is deleted, all at-
tached notes are deleted as well. Also, when a user is removed from the system,

2.4. Notes



Projects

Note |

Whao has read access ta this nate? @
@ private O like the associated object

Note

Title: [Print Manual

The manual will be printed on oct, 22th ;I

Deseription:

Save cancel

Figure 2.9: Creating a New Note

all of his private notes, which were not visible to other users, are removed as
well.

r Note

Publicly-accessible notes created by a user are not deleted along with
the user. The mail administrator replaces the user as the owner of these
objects. The administrator can then assign ownership to the appropriate
parties using the permission management system. The administrator is
also assigned to all jobs delegated to that user. The administrator should
reserve the mail administrator account for administrative tasks like re-
assigning these objects. It is easier to locate the objects that need to be
reassigned when all those objects are owned by the administrator.

Note ]

2.5 Linking Objects

Objects from different areas of the application can be linked together. These
additional links help optimize the work process. For example, a project may
be linked to different documents. This allows the user to locate documents re-
lating to the project quickly. Linking appointments to projects helps track the
time schedule of each project. Objects can be linked to as many other objects as
needed.

SUSE LINUX — Openexchange Server 4.1
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2.5.1 Creating Links

To create a link between two objects, first open the details page of one of the two
objects and select ‘Links’. This opens a table showing links this object has with
others. Click ‘activate linking’. Next, navigate to the details page of the second
object and open the ‘Links’ tab. Click ‘Create’ to establish the link. Finally, leave
linking mode by clicking ‘deactivate linking’.

Creating Group Links — Method 1

To link multiple documents to a project, follow the same procedure as described
in Section[2.5.1] However, do not deactivate linking mode. Instead, navigate

to the detailed view of another document to link to the chosen project. Select
‘Links” again and click ‘Create’ to establish the link. Repeat until all desired ob-
jects are linked to the project. Then leave linking mode by clicking ‘Deactivate
Linking’.

Creating Group Links — Method 2

Figure 2.10: Links: First Object

There is another way to create a number of links quickly, for example, to link
several addresses to a project. First, open an address and select ‘Links’. To create
a new link, click ‘activate linking’. The list below ‘Linking is active’ shows the
current address to link to other objects. If additional addresses need to be linked
to a project, open them as well and select ‘Links’. Click ‘add repository” to add
the elements to the linking repository.

Finally, open the project to which to link the addresses and open ‘Links’. Click
‘Create’ to establish links to all items in the repository. Finally, leave linking
mode by clicking ‘deactivate linking’.

2.5. Linking Objects



Links work both ways automatically. If an address was linked to a project, this
link can be seen both on the links page of the project and the contact. Navigate
between linked objects by selecting them from the link list.

The target object with which the link should be established does not need to
be added to the repository. It is sufficient to navigate to its ‘Links’ tab and click
‘Create’.

sol1sog

2.5.2 List of Links

Project | | Participants | Comments | Milestones | | Jobs | | History | Notes Links

Paver-plant Colagne Deutz v e

Fallowing links to this object exist

Links to the projects: Power-plant Cologne Deutz

Activate linking

Please activata the linking ta link to this objact

cancel

Figure 2.11: List of Existing Links

When an object is linked to another, it is added to the list of existing links. View
a list of all links an object has to others by opening the details page of the object
then opening ‘Links’. Follow a link by clicking it.

2.5.3 Deleting Links

A link may be removed again at any time. Open the ‘Links’ tab of an object to
reach a list of all links this object has to others. At the end of each table row for a
link, there is a check box. Check the check boxes of links to remove. Delete them
by clicking ‘Delete’.

Note
When deleting a link, only the link will be deleted, not the object itself.
Note
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Projects
Project | Participants | Comment its | | Milestones | | Jobs | History | Notes Links

Power-plant Colagne Deutz CAA)

Activate linking

Please activate the linking to ink to this object

Cancel

Figure 2.12: Removing Links

2.6 Global Search

Using the global search, objects from each area of the application can be found
easily and quickly.

Area:
ICDntactS 'l

Search for:

IMichaeI*|

> address > Project
= Appointment [= Joh

Figure 2.13: Finding Objects of Each Category

2.6.1 Global Search for Objects

The global search can be found in the right section of the page. It consists of
two parts. In the upper one, select the area to search from a drop-down menu.
Choose from ‘Addresses’, ‘Contacts’, ‘Projects’, ‘Documents’, “Appointments’,
‘Jobs’, ‘Knowledge’, and ‘Bookmarks’.

In the lower part, enter the search term. Click ‘Go’ or press (O) to start the
search.

2.6. Global Search



Using Wild Cards

The search is exact. That means that only those objects that exactly match the
search query are included in the results. Searching is case insensitive. You may
also use wild cards to search the system. To keep a part of the search term arbi-
trary, use an asterisk *'  as the wild card. For example, performing a contact
search for me* finds contacts with names like Meyer, Meier, Meeser, Mel, and
Metzig.

A question mark *?" stands for a single arbitrary character. When looking for
Me?er, find Meyer and Meier. The wild cards ** and “?” can be combined.

ICunta:t | I | Go
Addresses | Search | Contact search | Results {contacts) | Birthdaylist |
Pagel/1 P @

found entries for search term " m

Lastname @& |Firstname @& | Department @& | Company @& | Telephone & | Mobile 24| Emall 76

= | Meyer Hannes ANTON meyer.hannes@anton.de

[= | Preuss Stefan T ANTON stefan preuss@comfire.de

cancel

Figure 2.14: Using the Search

2.6.2 Navigating the Search Results

The search results are presented in a list. Access the details page of each entry

by clicking the [ icon or the first entry of each row.

Viewing the Search Results

If a search yields many results, additional pages can be reached by flipping the
pages of the search result using € and =. The number of results displayed on
a page is set to a default of 10. If desired, change this value to 5, 10, 15, or 20
result entries using the drop-down menu in the header bar of the lists.

Sorting the Search Results

If a search query yields a lot of results, it can be sensible to sort the result list ac-
cording to a certain column. Use % and & in the title row of each column. Using
2 sorts the results in ascending alphabetical order (from A to Z). Using & sorts
the results in descending alphabetical order (from Z to A).

SUSE LINUX — Openexchange Server 4.1

sol1sog

33



34

2.6.3 Module Overview Drafts

Use the search bar of the calendar, job, and project modules to get a list of all ob-
jects matching your search query in the respective module. To make it possible
to access search result pages again later, use tab ‘Drafts’. Add a title and short
description for your search result list. To use this list by default when opening
the current module, activate ‘Default draft’. Click ‘Save Draft’ to save your set-
tings.

Additionally, use this dialog to access existing drafts. These drafts are listed in

a table view at the bottom of the form. Activate the check box in front of the
draft with the search result page to open and click ‘Load Draft’. The search re-
sult view stored in this draft is then displayed in the ‘List’ tab.

2.6.4 Module-Specific Search

Get a list of all projects, contacts, jobs, and appoinments of single user or user
group in the respective module by using the module-specific search function.
Find the search bar’s input field below the menu bar in all modules. It consists
of two drop-down menus, a text field, and a ‘Show’ button.

Search for Objects of User Groups

To access projects, appointments, jobs, or contacts of a user group, use this. Use
the left menu of the search bar to select the desired user group. To show objects
for more users and user groups in this list additionally, simply select them after-
wards in the same way. Search results will be added to your result list automati-
cally.

Search for Objects of Other Users

In the same way, it is possible to list projects, jobs, contacts, or appointments of
another single user. Insert the name of the desired user into the input field or
select the corresponding entry in the right menu, if it is already added to the
result list.

Restart Object Search

To start a new search or to return to the modules default view, use the left menu
and select ‘'DELETE’. Your current search result list is emptied automatically.
Viewing a list of objects owned by other users is only possible if you have read
access to the respective objects.

2.6. Global Search



Show Search Results

Click ‘Show’ to open the list of all objects in the current module matching your
search criteria. The search result view lists the objects of all users already added
to the right menu.

2.7 Sending E-Mail from the Groupware

-'ESUSE Linux Openexchange Server 4 - Group! _||:| 1'
J Datei  Bearbeiten  Ansicht  Fawvoriten  Extras 7 ‘ :,'

Mail container Er

send eMail to:

1. | mevyer.hannes@anton.de

Add more addresses

Send with a local eMail-Client

Send via webmail

Cancel

=
4 | »

Figure 2.15: The E-Mail Container

You may send an e-mail from the e-mail container to multiple recipients. If you
click an e-mail address in the addresses or contacts modules, a pop-up window
with options will appear instead of your local e-mail client. In this simple con-
text menu, quickly add additional e-mail addresses by clicking ‘Add more ad-
dresses’. Additional e-mail addresses that you select while navigating the con-
tacts or addresses pages are automatically appended to the list. Then click ‘Send
via Webmail to open the mail editor that you can use to write and send mail
using the web front-end.

Optionally, use your local e-mail client instead of Webmail. Click ‘Send with a
local e-mail client’ to pass the collected addresses to an external mail program,
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like Evolution, Outlook, or Mozilla. Your standard mail program is chosen auto-
matically by the web application.

2.7. Sending E-Mail from the Groupware



IOHOd

Portal

After successfully logging in or after clicking the ‘Portal” icon, access the portal
page. It serves as an information board and overview of today’s appointments,
jobs, and follow-up projects. Additionally, find out whether someone created

new appointments or jobs for you. Current pin board notes or an indication of
new or unread e-mail messages can be found on the portal as well.




@-~ Groupware - SuSE Linux Openexchange Server 4 - Kongueror (2](=]@][x]

Dokument Bearbeiten Ansicht Gehe zu Lesezeichen Exfras Einstellungen Eenster Hiffe

2@ DB Iy LAAR O ME]| B Adsse: [SbeioreauhssessioniD-Hsesd8tbdabesrei 8030504385 _v] [

S sDL () freshmeat net: Fro. etais for reepia

» Setup > Help > Logout

BB ¢ B F & & & [ W O

Fortal Caendar  Contarts Jobs Froiects  Documents Knowledge  Bookmarks  Forum Fin board el

Calendar

!i

Overview | Current |
@ 4= September 2003 =

W MITWTFESS
k12 34 5 B 7

35 15 16 17 18 18 20 21

Friday, 09/12/03

Appointments: Emails:
39 22 2324 25 26 27 28
*ou do not have any appointments for today You have 2 unread messages 40 29 %0
Jobs: Appointments: October 2003
W MTWTF S S
Hew tasks to do (0704203) You do not have any new appointents TR R
SuSE Testaufgabe (09/05/03) Jobs: 418 7 8 3 1011 12

42 13 14 15 16 17 16 19
SuSE Testaufgahe Z (0940503) *ou o not have any new jobs 43 20 21 2223 24 25 28
44 27 2829 30 3

Projects:

Handbuch englisch Jobs

b Linking active (3)
poboera 5

Dev @Wehdav
Area:

In the document section you find the latest groupware packages

and the latest webdav package

There is also the documentation.

last package update 01.09.2003

Build: 2.20001 B> Contacts &> Project
£ Appointment (> Job

Folder w =}

£ Foot
£ Handbiicher
o1+ F Linwsworid
¥ Proiekt Berta
{3 Froiekt Dora
L@ contacts

A private

TR ]

Figure 3.1: The Portal Page of the SUSE LINUX Openexchange Server

The portal page presents up-to-date information about your work and messag-
ing status. See Figure[3.T] In the handbook frame, find some tools that provide
quick access to many areas of the application, like the calendar. Below the cal-
endar, see the Search field. First, choose the area to search then enter a search
term into the text field. Next is a quick create new object field for creating new
contacts, jobs, projects, and appointments.

3.1 Overview

In the ‘Overview’ area, all up-to-date information relevant to you is displayed.
In its left part, the portal page shows today’s appointments, jobs, and projects.
On the other side, find information regarding newly received e-mail messages,
new appointments, and jobs. Directly access detailed information or read new

3.1. Overview



e-mail by clicking the respective entry. The ‘Pin board’ area gives an overview of
all current pin board notes.

)
O
Portal =3
Overview | Curvent | g
Friday, 09112103 @
e — ]
Appointments: Emails:
You do not have any appointments for today You have 2 unread messages
Johs: Appointments:
Hew tasks to do (07:04/03) You do not have any new appaintments
SuSE Testaufgahe (09/05/03) Jobs:
SuSE Testaufgabe 2 (09/05/03) “ou do not have any new jobs
Projects:

Handbuch englisch

Dev @Wehdav

In the document section you find the latest groupware packages
and the |atest webday package

There is also the documentation.
last package update 01.09.2003 ..

Build: 220001

Figure 3.2: Portal Overview

3.2 Current — New ltems in the Groupware

Click the ‘Current’ tab to find out about new items that were created dur-
ing your absence. This page helps if you did not visit the groupware for an
extended time. To select a time frame, use the ‘New entries’ list. From this
overview, quickly reach the new items’ details pages.

3.3 The Handbook

The handbook consists of shortcuts to the main functions of the groupware and
current jobs. In the right frame of the page, see the miniature calendar. It shows
the current and next month. The current date is highlighted. See an overview of
all your appointments for a certain day by clicking the date. Further information
about the calendar and all appointment functions can be found in Chapter [#on

page[d3]
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Figure 3.3: List of New Items

3.3. The Handbook



To get an overview of your present jobs quickly, use the small job list. Click an
entry to open the detailed view of the respective job. Below the miniature cal-
endar, find the groupware’s search function. See Figure[3.4] By simply entering
a search term, search each module for object entries. Further information about
the global search function can be found in Section 2.6/on page 82

Area;
| Contacts v |

[0110d

Search for:
| @

Figure 3.4: Global Quick Search

On the portal page, you can quickly create new contacts, company addresses,
projects, appointments, and jobs. Simply select the corresponding entry from the
lower right part of the page. You will be redirected to the form in which to enter
all details of your new object.

> Contacts > Project
= Appointment > Job

Figure 3.5: Links to Add New Entries Quickly

Click ‘manage’ to open the detailed view of your ISlox folder management.
There, create new folders and objects or edit existing ones. You can also move
existing subfolders into another existing folder.
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Calendar

B

The calendar can be used to manage your private appointments, group appoint-
ments, and resource use. All your group appointments are listed here without
the need to incorporate them in the list. Differing calendar views are not needed
unless you want to find out about your colleague’s appointments. Using the
search bar on top of the page, obtain information about any user’s appoint-
ments. The amount of information visible depends on your permissions in re-
spect to each entry.

U1 CalendarBasicsl. . . . ... ... ... ... ... .. 44
4 Day View| . . . . . . . .. L 45
43 Week View| . . ... ... ... ............. 46
B4 MonthView]. . . . .................... 47
B5 TeamViewl . . ... ................... 48
4.6 Viewing the Calendar of Colleagues, Groups, or Re- |

sources| . ... ... 49
.7 Detailed Appointment View|. . . . . .. ... ... .. 51

4.8 Creating an Appointment| . . . . . ... ... ..... 54
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4.1 Calendar Basics

After selecting the calendar, its start page opens with a day view of all your ap-
pointments.

4.1.1 Navigating

Using the arrows % and ﬁ, skip one day ahead or backwards.

4.1.2 Viewing Online Help

In every view of the calendar, access the online help by clicking the help icon.

4.1.3 Changing Views

Use the tabs to switch between the day, week, and month views. Access the de-
tails of every appointment from each view by clicking the appointment’s de-
scription.

4.1.4 Adding to the Calendar View

With the aid of the drop-down menus above the tabs, choose all groups, users,
and resources whose appointments should be added to the calendar view. If
you select a group, all its members are added to the list on the right. Use the text
field to search for a user.

4.1.5 Viewing Appointment Information

If you leave your cursor above an appointment entry for a short time, see a sum-
mary of the appointment data. The summary contains the start and end date

of the appointment and all its participants. To find out more about an appoint-
ment, click its entry to reach the details page.

4.1. Calendar Basics



4.2 Day View

In the day view, all appointments to which you have read access are displayed
in a white box that spans the appointment’s time frame. If you do not have suf-
ficient access to an appointment, its box is transparent (has the same color as the
application’s background). Next to the appointment’s description, icons about
the appointment’s type are displayed. A reserved appointment is displayed in
blue, a temporary appointment in yellow, vacation is marked in green, and, if
you are away on business when attending that appointment, it is displayed in

Jopus|oD

red. Appointment sequences are marked with the 15 icon. Appointments last-

ing the whole day are listed above the main day view and tagged with {B' f
there are multiple appointments lasting the whole day, they are all listed in this
line.

4.2.1 Printing

Using the print icon, print all your appointments for the active date. Clicking
the print icon opens a new window in your browser, showing all entries op-
timized for your printer. Use the print function of your browser to print this
list. For example, Internet Explorer provides access to this function with ‘File’
U ‘Print’. The SUSE LINUX Openexchange Server print function is needed for
proper output of the list.

4.2.2 List View

Click ‘to list” below the date display to reach a list of all appointments for that
day. The appointment’s description, its location, type, participants, and used
resources are listed.

4.2.3 Entering a New Appointment

In the day view, you have several options for entering new appointments. One
way is to click the ‘Create New’ icon. A second way is to click a time in the left
border of the day view. This sets the appointment’s starting time to the chosen
value.
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Figure 4.1: Daily Appointment List Optimized for Printing

4.3 Week View

In the week view, all appointments in the same week are displayed. Every entry
contains the start and end date as well as the appointment’s description. If the
description is too long to display, three dots are added where it is cut off. The
appointment’s type is not displayed, but sequences are signified by the corre-
sponding icon.

4.3.1 Printing

Using the print icon, print a list of all found appointments for the active week.
Clicking the print icon opens a new window in your browser, showing all en-
tries optimized for your printer. Use the print function of your browser for out-
put of this list. For example, Internet Explorer provides access to this function
with “File’ I “Print’. The SUSE LINUX Openexchange Server print function is
needed for proper output of the list.

4.3. Week View
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Figure 4.2: Calendar Day View

4.3.2 Entering a New Appointment

(s 3
Enter a new appointment by clicking the ‘Create New” icon, S Clicka day
to create a new appointment with that start date.

44 Month View

In the month view, all appointments in a given month are displayed. The start
date of an appointment and a rather short part of the description can be seen.
Appointments from a sequence are marked with the corresponding icon.

4.4.1 Printing

Using the print icon, print a list of all found appointments for the active month.
Clicking the print icon opens a new window in your browser, showing all en-
tries optimized for your printer. Use the print function of your browser to print
this list. For example, Internet Explorer provides access to this function with
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Figure 4.3: Calendar Week View

‘File’ [0 “Print’. The SUSE LINUX Openexchange Server print function is needed
for proper output of the list.

4.4.2 Entering a New Appointment

)

In the month view, create a new appointment by clicking the \'"-:} icon. To cre-
ate an appointment for a specific day, click the desired date.

4.5 Team View

On this page, see the team view of the calendar. It provides an overview of all
appointments on the corresponding day for previously defined users and re-
sources. Appointments for each user and each resource are displayed in individ-
ual daily columns. A maximum of four users or resources can be displayed at
one time. Display of more than four columns must be allowed by your admin-
istrator. If more than four users or resources are selected, select those to display
from a result list by activating check boxes. Use server configuration files to in-
crease the number of columns to view at once to ten.

Using the green arrows on the left and right side of the date, page a day forward
or backward. Optionally, specify the date with the form below the menu bar on
the right side. To add a new appointment, click the new appointment icon. By

4.5, Team View
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Figure 4.4: Calendar Month View

clicking a time in the left section of the calendar, create an appointment start-
ing that day and time. Click the plus icon above the calendar sheet to see a table
listing all appointments of this day. To view the details of an appointment, click
the colored rectangle in front of the title. The rectangle’s color indicates the type
of appointment: a reserved appointment is symbolized by a blue rectangle, a
temporary appointment by a yellow one, vacation is marked by a green rectan-
gle, and red means you are away on business when attending that appointment.
Generally, all appointments are shown in the time zone selected in your setup
section. If you change the time zone there, for example, if you are on a business
trip, all existing appointments are converted to the new time zone.

4.6 Viewing the Calendar of Colleagues,
Groups, or Resources

With the aid of the search bar above the tabs, access the calendars of your col-
leagues. The search form consists of three fields. From the left field, choose user
groups (e. g., Sales, Marketing, Accounting) or resource groups. After selection,
the group’s members appear in the list on the right side as the result set. Add
single users or resources to the result set by searching in the middle text field.
Locate users by first or last name or by their login name.
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Figure 4.5: Team Calendar View

Note

If you choose another group from the left list before clicking ‘Show’, the
result set in the list to the right is overwritten. If you clicked ‘Show’, the
newly chosen group is added to the result set.

Note ]

First choose a group whose members should be added to the right list then enter
a search into the middle field, not the other way around. If you click ‘Show’,

all appointments from the people and resources in the right list (result set) are
displayed.

Note

Appointments to which your colleague did not explicitly grant access are
displayed, but you cannot view them in detail.

Note ]
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Figure 4.6: Selecting Users and Resources to Show

4.7 Detailed Appointment View

If you click an appointment in any of the calendar views, a page opens contain-
ing detailed information about this appointment.

4.7.1 Viewing, Editing, or Deleting an Appointment

Create a new appointment by clicking the ‘Create New” icon in the upper right
corner of the appointment’s details page. If you have write access to this ap-
pointment, edit it by clicking the ‘Edit” icon. To delete an appointment, click the

trash can icon. Confirm the deletion in the next dialog. ‘Edit’ \5 and ‘Delete’

T
Ij are only available if you have permission to edit and delete this appoint-
ment.

All participants can see a summary of this appointment, including its descrip-
tion, location, time frame, participants, and comments. You may also find out
whether this appointment is part of an appointment sequence.
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Galendar

Appointment | Participants | | History | Notes || Links

appointment the 18-10-2002 from 08:00

Appointment

Description: Mesting of the board
Location: Conference Hall 38
Begins 18-10-2002 08:00
Ends; 18-10-2002 17:00
Participants: Kotyrba Sebastian, Kauss Martin, Finsel Jan, Klein Marcus, Test Rita
Commert t: 25. Mesting of the board
Topics:

New Projscts 2003

o
g
g
a

Sequence until 31-10-2002

€ accspt € Deny |

reminder: no reminding >

Save Cancel

Figure 4.7: Details Page of an Appointment

In the lower part of the page, either accept this appointment or decline it. You
can add a comment to your choice. This information is added to the participant
list.

4.7.2 Appointment Participants

In the participants tab, view a list of this appointment’s participants (refer to
Figure[4.8 on the next page). This list contains, apart from the participant’s
names, their states and comments. A participant may have one of three states.

If you can see confirmed  in green letters, the participant saw and confirmed
this appointment. If you see open written in black, the participant has not ac-
cepted or declined this appointment. If you see rejected ~ written in red letters,
the participant did not accept the appointment.

4.7.3 Appointment History
With the ‘History’ tab, see an overview of when this appointment was created

and when it was last changed. Also see who created it and who last changed it.
See Figure[£.9)on the facing page.

4.7. Detailed Appointment View
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Figure 4.8: View of an Appointment’s Participants

Appointment | Participants | History | Notes | Links |

Meeting of the board RN )

Appointment
Cre;

Martin Mustermann

14-10-2002 16159
Changed by Hartin Mustermann

Changed the 18-10-2002 12:40

Cancel

Figure 4.9: Appointment History

4.7.4 Appointment Notes

You can attach notes to this appointment. All notes are listed on the ‘Notes’ tab.

Click £ to view a note. Sort the list of notes according to field by clicking the
arrows next to ‘Created by’, ‘Title’, and ‘Content’.

T‘...
To write a new note, click "-—J . A dialog opens in which to enter the note’s title
and content. Also specify whether this note can only be seen and edited by you
or by everyone that can see and edit the parent object.

4.7.5 Appointment Links

Links may be added to each appointment. Follow the instructions given in Sec-

tion 2.5|on page 29}
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Note |

who has read access to this note? (3]
@ Private ¢ like the associated object

Note
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Thomas Brown H
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save | cancel

Figure 4.10: Appointment Notes Overview

Note |
Who has read access ta this nate? (7]
& private C like the associated object

Note

Tile: [print marual

The manual will be printed on oct. 22th =]

save | cancel

Figure 4.11: Attaching a Note to an Appointment

4.8 Creating an Appointment

4.8.1 Defining the Appointment

To enter a new appointment, there are a few mandatory fields that must be com-
pleted. The mandatory fields for creating a new appointment are description,
appointment beginning, and appointment end.

The beginning and end are automatically completed depending on how you
accessed the creation form. Typical ways would be clicking a certain date in
the day, week, or month views (refer to Sections[£.2]on page on page
and [f.4)on page[d7). Only after the description is completed can other tabs be
selected to define additional aspects of this appointment.

4.8.2 Private and Group Appointments

In the “Appointment’ tab, specify whether this appointment is a private or a
group appointment. Select the desired options.

4.8. Creating an Appointment
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Save Cancel

Figure 4.12: Creating a New Appointment

Private Appointment

When creating an appointment, the ‘private appointment’ option is chosen by
default. If you do not want to grant any colleague access to this appointment,
simply leave this option enabled. Click ‘Save’ to confirm all settings.

Private Appointment Others May Access

In this case, ‘Private appointment’ is again selected. To grant read or write ac-
cess to your colleagues, add them to the respective lists in the read and write
access sections. Additional information and an example can be found in Sec-

tion .82 on the next page.
r Tip
If you give someone write access, he is automatically granted read access.

Tip

Group Appointment — You Participate

If you create a group appointment in which you take part, select the ‘Group ap-
pointment’ option. Immediately after completing the main form, switch to the
participants form. You will then automatically be added to the list of partici-
pants. Continue by selecting the other participants and distributing read and
write access to this appointment. Participants are automatically granted read
access.
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Group Appointment — You Do Not Participate

When creating a group appointment in which you do not participate, do not
select the ‘Group appointment’ option. Assign participants to this appointment
and specify all permissions for it. Default is read permission for all participants,
write permission only for the creator. As the creator, you have write access until
someone else with write access changes it.

Example: Secretary Function — Creating Appointments for Others

Use this to create private appointments for other people. If a secretary need only
create an appointment, select ‘private’. In ‘Participants’, select the person for
whom to create the appointment. The ‘Group appointment’ option is now au-
tomatically activated. Participants are given read access. The secretary of our
example need not be added to the participants. If participants should be able to
edit this appointment, they must be granted write access. The secretary keeps
write access to this appointment until someone changes it. If the secretary needs
write access even after someone changed this appointment, he must be added to
the list for write permissions.

r Caution

The creator of an appointment in principle keeps the permission to
change an appointment until someone else changes the appointment.

If you accidently change a ‘group appointment’ into a ‘private appoint-
ment’, only the participants are removed from the appointment. Access
permissions remain untouched. In this way, the original participants may
still see this appointment. This would not be the case if the permission
lists were cleared as well.

Caution ]

4.8.3 Entering Other Appointment Data

Description

Enter a short description of this appointment into this field. Entering a descrip-
tion is mandatory.

Begins the, Ends the

Enter the appointment data here. Enter the date directly or use the integrated
calendar by clicking the calendar icon. Click the desired date to close the calen-
dar. The chosen value is then entered in the text field. In the calendar, flip the

4.8. Creating an Appointment



pages with the arrow icons. Use the drop-down menu to specify the start and
end time of this appointment. If this appointment lasts the entire day, check the
corresponding check box. The start and end time are ignored in this case. Ap-
pointments lasting the entire day are created for all days between the start and
end date.

When saving an appointment, the system checks whether the new or modified
appointment overlaps other appointments. This check is skipped for appoint-
ments lasting the whole day. Additional information about the conflict manage-

ment system is available in Section[4.8.9)on page

Jopus|oD

Display as

Select the appointment type from the drop-down menu. Depending on your
choice, the appointment is marked differently in the day view. Possible settings
include ‘Booked’, ‘temporary’, “Away on business’, and “Vacation’.

Comments

Add additional information to the comments field.

Reminder by Mail

Choose whether to be reminded of this appointment by e-mail. If a reminder is
desired, also set when it should be sent. Every participant that has read access to
this appointment can specify for himself when and if a reminder should be sent.

Notify Participants

If you check this, all participants of this appointment are notified by e-mail of
the changes made or their new appointment. You should activate the notifi-
cation if you changed important appointment data. If another internal user
of SUSE LINUX Openexchange Server opens the notification with the SUSE
LINUX Openexchange Server webmail client, a new pop-up window opens,
giving the possibility to accept or decline your new appointment.

4.8.4 Selecting Participants
If this appointment is a group appointment, add its participants and participat-

ing groups to the appointment. Assigning participants to an appointment works
like assigning object permissions, explained in Section on page
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Galendar
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Figure 4.13: Selecting Participants

4.8.5 Assigning Read and Write Permissions

Assign read and write access to an appointment as described in Section 2.3.1]
on page 22} By default, all participants are granted read access. Write access is
usually reserved to you. If desired, write access can be granted to additional
people.

4.8.6 Assigning Resources
You may assign the needed resources to an appointment as well. Assigning re-

sources works as described in Section[2.3.T]on page[22] Like adding people for
access to the appointment, resources and resource groups may be added.

4.8.7 Creating an Appointment Series
If this appointment is part of an appointment sequence, this can be specified in

the sequence tab. You have several possibilities for specifying the sequence’s
interval.

No Sequence If this interval is specified, only one appointment is created. This
is the default setting.

4.8. Creating an Appointment
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Figure 4.14: Creating a Sequence

Daily If you specified this interval, the appointment is repeated after the
specified number of days has elapsed. When later editing a sequence,
this choice may not be changed. Changing from “daily’ to ‘weekly” or
‘monthly” is not possible.

Weekly Select this option for appointments that recur weekly. If you select an
interval of three weeks, the appointment is created every 21 days. Addi-
tionally, specify on which week day the appointment should occur. Sim-
ply activate the corresponding option. When later editing a sequence,
this choice may not be changed. Changing from ‘weekly’ to ‘daily’ or
‘monthly’ is not possible.

Monthly If the appointment recurs after a certain number of months, choose
this option. Enter the day of month in the first text field and the number
of months that pass between each appointment in the second field. When
later editing a sequence, this choice may not be changed. Changing from
‘monthly’ to ‘daily” or ‘weekly’ is not possible.

After selecting an interval, set up to which date the sequence runs. Enter the
date directly or use the integrated calendar by clicking the calendar icon. Sim-
ply click the desired date to close the calendar. The chosen value is entered into
the text field. Appointment sequences are not checked for conflicts with existing
dates when created. Newer appointments, however, cause a conflict when over-
lapping with an appointment from the sequence. Additional information about
the conflict management system can be found in Section[#.8.9 on page

4.8.8 Checking Availability

Use this tab to find out whether all participants and resources are available on
the chosen day. The availability is checked for an entire day.
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Appointment | Participants | Read access | Write access | Resources | Sequence | Awailability | Query |

®
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Figure 4.15: Checking the Availability

Selecting a Time Frame

Choose the examined time frame with the text field and the drop-down menus.
Enter the date directly or use the integrated calendar. Also specify whether
availability should be checked for participants, needed resources, or both. Click
‘Check’ to start the analysis.

Reading the Availability Analysis

Once the analysis has been completed, see a tabular overview in which to deter-
mine whether all participants and resources are available on the given day and
time.

Participants 0fafe[s[4[s56
Kotyrba, Sehastian

18[19[20(21 2223

Kauss, Martin

Finsel, Jan
Klein, Marcus
Test, Rita
Test, Lisa

Hellekes, Franz

Vierschrodt, Alexander
Haberg, Frank

Schulz, Michael
Pawlak, Michael

Schroeder, Marianne

Laguna, Rafael
veritas, loki
Hensel3, Hr
Wagener, Thorsten

Henselz, Hr

Meier, Stefanie

mailadmin
Mustermann, Martin
test, test

Bltk, Jirgen

R AR || QYA R R QR QDR

EREN
Apply previous day nest day

Kraft, Manuel

Figure 4.16: Determined Availability of Participants and Resources
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A list breaks down the availability by hour and participant or resource. The ta-
ble is coded in different colors to make it easier to read.

red participant has an appointment during the checked time frame

green participant does not have an appointment in the checked time frame

Jopus|oD

gray participant is not available outside the checked time frame

white participant is available outside the checked time frame

Exclude someone from the appointment by unchecking the check box in the
same row then clicking ‘Apply’. Using the buttons below the table on the right
side, repeat the search for the ‘next day’ or the ‘previous day’.

Performing a Query

To check for the availability of people and resources over an extended period,
perform a query. The system then looks for suitable appointment dates and
times and gives a calender overview of possible dates.

Appointment | Participants | Read access | Write access | Resources | Sequence | Availahiity | Query | Drafts |

@
— [orems [ oy o7z I

Figure 4.17: Querying the System

Enter a start and end date for the query or select it with the calendar. The given
time frame is examined in the query. To specify the period of the query, select a
start and end time from the drop-down menus. Also select the duration of the
appointment. All possible starting times in the queried time frame are displayed
in green. Times that lead to a conflict are marked in red. Times outside the spec-
ified time frame are checked as well. White blocks correspond to green blocks
and grey blocks have the same significance as the red blocks. A maximum of 31
days can be checked in a query.

Click the desired start time to adapt the appointment data in the “Appointment’
tab.
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queried date 4[5 [6 [ 7 IEM 15 16 020212223
14-10-2002 I

15-10-2002
16-10-2002
17-10-2002
18-10-2002
19-10-2002
20-10-2002
21-10-2002
22-10-2002
23-10-2002
24-10-2002
25-10-2002
26-10-2002
27-10-2002
28-10-2002
29-10-2002

Figure 4.18: The Result of a Query

4.8.9 Conflict Management

When saving an appointment, the system automatically checks whether it over-
laps with another appointment. To keep the overview simple and concise, this
check is skipped for appointment sequences. When creating single appoint-
ments, a conflict check is performed, including for an overlap with an appoint-
ment from a sequence. Appointments lasting the whole day are also not in-
cluded in the conflict management.

All conflicts will be listed, as well as conflicts in the use of resources. If a re-
source is already in use at a given time and date, the conflict is also listed on the
conflict page. If desired, ignore the conflict and create the appointment anyway.
To do so, click ‘Ignore conflicts and save’.

To resolve the conflict, either query the system to find an alternative date and
time by clicking ‘Start query” or click ‘Back’ to return to the creation form. To
cancel this appointment’s creation, click ‘Cancel’. All changes made will be lost.

conflit |
Due to a conflict with anather appointment this appaintment was not accepted (3]

Your requested date

from 24-10-2002 08:00 unil 24-10-2002 17:00

Existing conflicts

fppointment | gie range Location Particlpants Resources

framn 24-10-2002 08:00 until 24-

= 10-2002 17:00

Sitzungssaal 34 | Mustermann Martin

O from 24-10-2002 08:00 until 24- | Conferznce hall | Kotyrba Sebastian, Kauss Martin, Finsel Jan, Klein
10-2002 15:30 4a Marcus, Test Rita ...

ignare conflicts and save | sendrequest | Back | cancel

Figure 4.19: Conflict Management
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Contact Management

&1

The contact management is used to manage contacts and their corresponding
company addresses. Search for a contact or company address using diverse
search criteria. It is also possible to add any number of links and notes to a con-

tact.

b.1 ContactOverview| . . ... ... ... ... ..... 64
[5.2  Searching Contacts| . . . . ... ... ... ....... 64
.5 ViewmmgaContact| . ................... 66
.4 Creatinga New Contact| . . . .. ... ... ...... 67
[5.5 Modifying Contact Information| . . . . . ... ... .. 69
[5.6 DeletingaContactf . . ... ............... 70
.7 ExportingaContact| . ... ............... 70

8 H T T 71
b9 ContactNotes. . . ... ..... ... ... ..... 71
[5.10 Linking Contacts to Other Objects| . . . . ... .. .. 72

[5.11 Company Addresses| . . . . ... .. ... ....... 72
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5.1 Contact Overview

Once opened, the contact module provides an overview, listing all contacts you
are allowed to read and access. If you did a contact search, all results matching
your inquiry are listed. To sort by last name, first name, department, telephone,
or e-mail, click the arrows to the right of those column headers in the contact
list. The direction of the arrow next to the label indicates the sort direction. Press
& for an ascending sort. Press % for a descending sort. Specify how many items
should be displayed on each page using the drop-down menu on top of the ta-
ble. Define the kind of entries to list using the second drop-down menu on top
of the page. Choose internal or external contact lists or lists of both kinds of con-

tacts. By clicking the green arrows @ # on top of the page, turn the pages.
Alternatively, just click the number of the page to display. To see all information

about a contact, click its name or the yellow arrow [::’ in the first column.

Using the tabs, access forms with which to perform a more detailed ‘Company
search’ or ‘Contact search’. Use ‘Company’ to access a list of all company en-
tries. Browse this list in same way as the contact list. Use ‘Birthdaylist’ to open a
list of all available birthday entries.

Using the print icon, print a list of all contacts or companies found. Clicking the
print icon opens a new window in your browser, showing all entries optimized
for your printer. Use the print function of your browser to print this list. For ex-
ample, Internet Explorer provides access to this function with ‘File’ O ‘Print’.
The SUSE LINUX Openexchange Server print function is needed for proper out-
put of the list.

5.2 Searching Contacts

To find a specific contact, use the global search bar or perform a detailed search.
Additionally, you can list contacts by initial letter.

5.2.1 Global Search

Using the search field below the calendar shown in the handbook frame, find
company addresses and contacts. More detailed information regarding the
global search option can be found in Chapter[2.6|on page

5.1. Contact Overview



5.2.2 Search for Internal Users

Using the search field below the menu bar, look for internal users. It consists of
two drop-down menus and a text field. First, select the search criteria from the
left menu. Look for internal users or internal groups by name, login name, or
first and last name. Below the dashed line, find all user groups. If you choose

a user group, only that group is searched for internal users. After selecting the
search criteria, enter a search term into the text field and press (Enter). Wild cards,
like ** , can be used. The results are then listed in the drop-down menu to the
right. This search for internal users is additive. If you select another group in the
first box, the results of this group are added to the original results. To clear your
internal user results, click ‘DELETE’ in the first drop-down menu.

You may not change the information about a system user in the groupware. Use
the administration interface of the server. For additional information, consult
the help page of the page displayed.

5.2.3 Initial Letter Lookup

v [afolclolelrlolnlolsleleln]nlolelalnts]rlulvivix]r]z]

Figure 5.1: Lookup via the Initial Letter

In the ‘Contacts’ tab of the ‘Contacts’ area, select the initial letter of contacts to
list. See Figure 5.1} Click ‘All’ for a list of all contacts.

5.2.4 Detailed Search

An elaborate search form can be found in the ‘Contacts” module in the tab ‘Con-
tact search’. Search for entries based on the value of particular fields. This can
be the associated company name, its address (street, city, and country), or the
e-mail address. Also search for ranges of postal codes, the telephone number,

or any other entry. Using wild cards, like ¥ and '?’ , is possible as well. The
postal code search is always for a range of postal codes. Enter only a single
value for an exact match. Using this form, also look for a range of creation and
modification dates. To do so, select the desired date with the calendar icon and
the mouse.
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Handbook |

Contacts | Companies | Contactsearch | Company search | Birthdaylist |
Contact search @
Campany ‘*

Last name [Mustexmann

First name Maxtix]

Department \*

Fosition [*

City tprivate) \*

Postal code (private) [+ wnti [*

Birthday (format dc-mm ) [+ it [*

Fiange of creation dates [ T wn [ L

Fiange of change dates [+ [ o [+ L]

Creator [+

Figure 5.2: Detailed Search for Contacts

5.2.5 Birthday List

Click ‘Birthdaylist’ to open a list of all contacts with a birthday entry. The con-
tact search also allows generation of special birthday lists. This type of list is
generated each time you enter a value in ‘Birthday’. If desired, combine this
with other search criteria. In this case, the search fields ‘City” and ‘Postal code’
are matched against the private address information of the contact. To see a list
of all birthdays in October, for example, choose a time frame starting 01-10-03
and ending 01-10-03

5.3 Viewing a Contact

The easiest way to find a specific contact is using the global search as described
in Section [2.6|on page[32} Then select the desired entry to access its details page.
Another way to locate a contact is by finding the corresponding company then
viewing its details. On the first page below ‘Address’, a list of all contacts af-
filiated with the company can be found. Only contacts to which you have read

access are listed. See Section on page[22} View detailed information about a
contact by selecting its entry.
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5.4 Creating a New Contact

Contact | Read access | Write access | 3
* everybody  private Cindividually O
—+
Add contact for company Model Company @ ;
e
Last name IMustermann Q
First name [michael (@)
Salutation [tr 0)
Title [or 3
Department [4z2 )
Pasition IManager of department :)
Telephone [zeE-1234567
Mabile IDl?xxxxxxx

Fax

Email

Telephone (2}

Mobile (2}

Fax (2)

Email (2}

|
I
I
I
Comment | =

Figure 5.3: Creating a New Contact

f

To create a new contact, click New’ \\}:; in the upper part of the list page of
contacts. Alternatively, click ‘New’ in the detailed view of a contact to create a
new contact.

5.4.1 Entering Details
The following fields are available for contact details.

First and Last Name, Salutation, and Title Specify the appropriate data. ‘Last
Name’ is mandatory.

Department, Position Enter the data that describes the position of the contact
in the respective company.
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Telephone, Mobile, Fax, E-Mail Enter the appropriate contact information.
It is also possible to specify a second telephone number, mobile phone
number, fax number, and e-mail address. The fields are available both for
business and personal information.

Street, Postal Code, City, State, Country Enter the private address of the con-
tact here.

Comments Use this section to enter additional information about the contact.

Marital status, Number of children, Birthday, Hobbies This section is used to
store personal information about the contact. ‘Birthday’ is a date field. En-
ter the contact’s birthday in the date format MM/DD/YY. Alternatively,
select the date using the built-in calendar by clicking the corresponding
icon. A window containing a calendar opens in which to click the desired
date.

URL If this contact has a home page, enter the address here.

5.4.2 Permissions

Permission options are private, accessible by all users (‘everybody’), or only for
chosen groups or people (‘individually’). If you choose ‘everybody’, the address
entry is added to the global LDAP address directory to which all groupware
users have access. ‘private” adds the address only to your private address book.
When ‘individually’ is selected, additional settings are required. Use ‘Read
access’ and ‘Write access’ to specify to whom read or write access should be
granted. You can use tab ‘Write access’ to select the owner of a contact. This user
will be the only one allowed to delete a contact. Is you to use existent write per-
missions as deleteright as well, select listbox entry ‘Like write access’.

After assigning read and write permissions for the new contact, you can store
this setting as a draft. To do so, simply click ‘drafts’. In ‘title” assign a name for
the new draft. In description, add a short comment regarding the settings to
store in this draft. To use the new draft as the standard draft for all new con-
tacts, activate the ‘Default draft’. To save the draft, click ‘Save’. Existing drafts
for the contact module are displayed in a list at the bottom of the form. To as-
sign an existing draft to a contact, simply click the draft in the list or select the
corresponding entry in ‘draft’ under the ‘contact” tab. Drafts are are stored and
organized for each module section separately, so you cannot use drafts of the
contact module in the project module.

A contact may have different permissions than an associated company. If access
to a company address is more restricted than access to a contact address, the
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contact may only be reached with the global search and not via the company
address.

More information about permission management can be found in Section[2.3.
on page 22} Click ‘Save’ to save the new contact.

5.5 Modifying Contact Information

Contact | Read access | Write access |

* everybody  private Cindividually

JUsuIBBOUDIA JOIUOD

Add contact for company Model Company @

Business information

Last narne |Mustermanm

First name [Michael

Salutation [tr

Title [or

Department [432

Pasition IManager of department

Telephane [s55-1234567

Mobile IDl?xxxxxxx

Fax [s55-1234567

Email

Telephone (2}

Mobile (2)

Fax (2)

Email (2)

I
I
I
I
Comment | =

Figure 5.4: Editing an Existing Contact

Open the detailed view of the contact to edit then click the “Edit” icon. This is
only available if you have write access to the contact. The form for modifying a
contact matches that used for creation, allowing both details and permissions to
be edited. Refer to Section[5.4]on page [67]for information about this form.

To save your changes, click ‘Save’. To leave without saving changes, click ‘Can-
cel’.
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5.6 Deleting a Contact

To delete a contact, locate it and open its details page. There, delete the contact
by clicking the trash can icon. If you are sure you want to delete this entry, con-
firm the deletion by clicking ‘Delete’. To abort the process, click ‘Cancel’. (See

Figure[5.5)

Appropriate permissions are required to delete an item. More information about
the permission management for contacts can be found in Section 5.4 on page[67]
A more general overview of the permission management system can be found

in Section[2.3.Ton page 21}

Addresses |
Model Company \gf \} \“ﬁ @
delete address

Do you really want to delete this address including all contacts?

Company Model Company eMail info@modelcompany info
More URL http://modelcompany.info
Street Madelstr, 151 Status aktiv

Postal Code

City 11111 Madelcity Miscellansous

Country usa
Telephone 555-36326193 Camment
Fax 555-36328193

delete | abort

Figure 5.5: Deleting a Contact

5.7 Exporting a Contact

To export contact data to an external program, open the detailed view of a con-
tact. Click “vCard’ to open an overview of the contact information to save as a
vCard. Click ‘download’ to open the entry. To save it in a file, click "'Download’
then choose the folder in which to save the vCard and modify the file name. The
downloaded data is saved in VCF format. This allows you to use this contact in
your local e-mail client later.

If you click ‘Open’, the data of the vCard is displayed in the address book of
your mail client. View the data and, to export it to your address book, save the
entry.
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File Download |

@ You are downloading the file:

K.ontakt wof from green

wWwiould pou like to open the file or 2ave it to your computer?

Save | Cancel | tare Info

¥ alwaps ask before opening thiz kepe of file

Figure 5.6: Exporting Contact Information as a vCard

5.8 History

In the details page of a contact, a ‘History’ tab is available. It provides informa-
tion about which user originally created this entry and when it was created. Ad-
ditionally see when the last changes were saved for this contact and which user
made them.

Figure 5.7: History for a Contact Entry

5.9 Contact Notes

To attach short comments and information to a contact, select ‘Notes’” from the
details page of the contact. This also shows all existing notes. Click the “Add
new’ icon to create a new note.

Note permissions are managed separately, so it is possible to attach a private
note to a public address. More about notes is available in Section 2.4 on page 28|
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5.10 Linking Contacts to Other Objects

Contacts can be linked to addresses, other contacts, jobs, projects, bookmarks,
and forumes. First, select ‘Links’ from the contact’s details page. All links already
present are listed on this page.

Create a link by clicking ‘activate linking’ then navigating to the details page of
the target object. Choose ‘Links’ there then click ‘Create’ to establish the link.
To leave the linking mode, click ‘deactivate linking’. More information about
linking is available in Section [2.5|on page

5.11 Company Addresses

With the contact management, manage contacts and their corresponding com-
panies. Click ‘companies’ to get a list of all companies. On this page, see an
overview of all company addresses that match your search criteria. If you did
not perform a search beforehand, all companies are listed here. Change the or-
dering of the table by clicking one of the yellow arrows (upward for ascending,
downward for descending) in the table’s head. Specify how many items should
be displayed on one page using the drop-down menu on top of the table. By
clicking the green arrows on top of the page, turn the pages. Alternatively, click
the number of the page to display. To see all information about a company, click
its name or the yellow arrow in the first column. To add a new address click the
new address icon (sheet with star).

Using the tabs, access forms with which to perform a more detailed company
search and contact search. Using the print icon, print a list of all contacts found.
Clicking the print icon opens a new window in your browser, showing all en-
tries optimized for your printer. Use the print function of your browser to print
this list. For example, Internet Explorer provides access to this function with
‘File’ O ‘Print’. The SUSE LINUX Openexchange Server print function is needed
for proper output.

5.11.1 Searching Addresses

There are several methods available for locating a particular company in the
address book.

Global Search

The global search can be found in the handbook frame. Additional informa-
tion about the global quick search is available in Section 2.6|on page[32} Enter a
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search term into the global or quick search. The query is applied to the company
name and location. Wild cards can be used. The search is case insensitive.

Initial Letter Lookup

an [afelclolelrlolnlalsleleln]nlalelalnts]rlulvivix]r]z]

Figure 5.8: Lookup via the First Letter

In the ‘Companies’ tab of the ‘contacts’ module, select the initial letter of a com-
pany name or view a list ‘All’ addresses. Refer to Figure[5.8]

Detailed Search

An elaborate search form can be found in the ‘contacts’ module in ‘Company
search’. It is shown in Figure 5.9} Search for entries based on the value of partic-
ular fields. This can be the company name, its address (street, city, and country),
or the general e-mail address. Also search for ranges of postal codes, the tele-
phone number, or any other entry. Using wild cards like ** and '?’ is possi-
ble as well. The postal code search is always for a range of postal codes. Enter
only a single value for an exact match. Using this form, also look for a range of
creation and modification dates. To do so, select the desired date with the calen-
dar icon and the mouse.

Handboak -

Contacts | Companies | Contactsearch | Company search | Birthdaylist |
Contact search (T
Compary [

Lt e e

First name e tine

Department [

Position [+

Cry {orivate) [

Postal cock (arivate) [+ untl

Brthday (format d-mm) * unti [

Fange of creafion dateo [+ L m
Range of change cates * i [ I
Crestor [+

Figure 5.9: Detailed Search for Company Addresses
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Searching with the Magic Bar

The “Magic bar” is an integral part of the ‘contacts’ module and contains an
optimized version of the global search. Select a desired index to search from the
left list.

To locate colleagues, select the ‘internal user’ catalog and start your search by
entering a search term in the middle text field. The system also allows you to
view internal users by groups. Select a group to have its members listed on the
right side. All groups are listed below the dashed line.

@ Groupware BELE]

Dokument Bearbeiten Ansicht Gehe zu Lesezeichen Exras Einstellungen Eenster Hil

(2R 60 F DS QXA I MEY D russse [© e spdosorasavelmroreroe -beweubisesson-sessobsabont spseorsabiams ] il

T

® D(ElB F & 8 B2 T W D

Calendar __Contacts __Jobs ___Projects _Documents _Knoviedge _Bookmarks _Forum ___Pinbosrd el

> Setp > Help > Logout

September 2003

@ @wpamesl contact search | | Gompany search | | Birthdaylist | MTWTFSS
Do (5} 3 b oM JBD
pEE % 50811019 2
o = f
;
Frstrame [
Department f
Fositon f
City private) F 44 27 2829 30 3t
[ F wf
vty ot sty ] S [ E—
Epme o — St e 190503
P—— o QD GO
creator F Search ©

e

@
New B

©Contats (> Project
© Appointment (> Job
Folder e @ ©
£ Foot

D Handloicher
& £ Unsvorkd

2 okt Berta

2 Froiet Dora

2 contasts

I%

Figure 5.10: Searching with the Magic Bar

5.11.2 Creating a New Company Address

Create a new address using the ‘Create new” menu on the portal page (see Sec-
tion 22 on page[??) or using ‘New’ in the address module. Enter all details for
the address there. Figure[5.1T)on the facing page provides an overview of all
available fields. ‘company’ is a mandatory field. After entering all values, set the
access permissions to this address before saving your entries.
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Contacts

Address | Read access | Write access | Drafis |

" everybody @ personal O individually Drafis @ O
ossesorsss_________________________| S
)
Company ‘Tux Foot Wear Inc —
More [ Q
Street [Teestreet § 9.
Pastal cade W z
City ‘Ice Town
Country ‘Am:arctlca g
State [ @)
Telephane [655 /534234234 ©
Fas [E557534234235 ®
ehtai [Tcenetline de 3
AL \ )
Status [ 3

Humber of employses 11- 20 -

sales [

Tax-ID rnurnber ‘

Commercial register entry H

EBranches

Figure 5.11: Creating a New Address

Permission options are private, accessible by all users (‘everybody’), or only for
chosen groups or people (‘individually’). If you choose ‘everybody’, the address
entry is added to the global LDAP address directory to which all groupware
users have access. ‘private” adds the address only to your private address book.
When ‘individually’ is selected, additional settings are required. Use ‘Read ac-
cess’ and “Write access’ to specify to whom read or write access should be given.

More information about the permission management can be found in Sec-
tion2.3.TJon page22} Click ‘Save’ to save the new address.

5.11.3 Editing an Address

To modify an address, locate the desired address and open its details page. An
example of this view is shown in Figureon the following page. Click “Edit’

\'} to switch to editing mode. The button is only visible if you have write ac-
cess to the address. The form is the same as the one used for creating an address
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contact | Private information | Company | Read access | Wnite access | Drafts |

Coal @ pesonal  C inwidually B ®
,

Hostermamn

=

e 3

Department [at

Foston I

Telephane 5555 /555555

ot I

Fix [

Email [nartin musternsnnenetline. de

jr— I

Mokl 2 [

@) I

Ema (2) f

Figure 5.12: Detailed Company Address View

and can be used to modify both the address and the permissions. The ‘company’
field must be completed. If contacts are attached to a company address, editing
can only be done using the detailed view of a contact entry.

To save the changes, click ‘Save’. To discard all changes, click ‘Cancel’.

5.11.4 Deleting Companies

T

To delete an address, first open its details page. Click ‘Delete’ |j .Itis only
available if you have write access. Confirm the deletion in a window like Fig-
ure[5.13|on the next page. Press ‘Delete’ to delete or ‘Cancel’ to abort. If contacts

are attached to a company address, the company can only be deleted after all
contacts regarding the address have been detached.

5.11. Company Addresses



Addresses |
Model Company \9{ \;S Lﬁ @
delete address

Do you really want to delete this address including all contacts?

Company Model Company eMail info@modelcompany.info
Mars URL http://modelcampany.info
Strest Modelstr, 151 Status aktiv

Postal Code 11111 Modelcity Miscellansous

City

Country usa

Telephone 555-36328193 Comment

Fax 555-36328193

delete | abort

Figure 5.13: Delete Address Confirmation
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Jobs

Y

Use the job management to plan your activities in a very concise way. Addition-
ally, you may assign jobs to other users or groups. Different job lists are avail-
able, such as lists of project jobs or delegated jobs. Jobs can be assigned a status.
Finished jobs that have a status of Done can be moved to the archive by their
creator or someone with write access. Jobs may also be assigned to a project. As
in the other modules, it is possible to attach notes to jobs and link them to other
objects.

6.1 JobOverviews| . ... ... ............... 80
[6.2 CreatingaNew Job|. . . .. ... ... .. ....... 83
[6.3 Modifyingajob|. . . .. ... ... ... . ... .. 87
[6.4 Forwardingalob|. ... ................. 88
6.5 Job Archive| . . . .. ... .. oo 88
[6.6 DeletingajJob|. ... ................... 89
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6.1 Job Overviews

[Martin Mustermann x| | ~] Show List -
List | General jobs | Project jobs | Delegated jobs |
;
Pagel/1 E1s =2 @
10 Entries =
Title @& Priority @4 |Status @6 | Startdate 6 | End date @4 | Principal T4 Participants
[ ﬁ;‘;xg Bta Zinstallieren 59 7 =ml 90 % 15-10-2002 16-10-2002 | Stefan Preuss
[» | Manual SUSE Linux =00 10 % 14-10-2002 20-10-2002 | Martin Mustermann | Private
Openexchange Server 4
> | Manual transiation =ml 20 % 14-10-2002 21-10-2002 | Martin Mustermann | Private
> | Webserver Germany =0 40 % 14-10-2002 15-11-2002 | Martin Mustermann | Private

Figure 6.1: List of Open Jobs or Delegated Jobs

From the overview of all jobs, access more specialized job lists. All jobs that
were not assigned a status of ARCHIVEare listed here. Finished jobs are dis-
played here until the job’s creator or someone with write access moves them to
the archive. All jobs that were not archived are included in the list on the main
page in the ‘List’ tab. Use the menu in the upper right corner of the list to spec-
ify how many jobs are displayed per page. The additional jobs not included in
this list can be reached with the icons.

To see a list of only general jobs, project jobs, or delegated jobs, open the corre-
sponding tab. All lists are used in the same way. Open the detailed view of a job
by clicking its title in the list.

6.1.1 List of All Jobs

This page shows an overview of all jobs assigned to you. All jobs not archived
can be found here. Jobs that are overdue are highlighted in orange. Change the
order by clicking the arrows in the table’s first row.

Specify how many items to display per page using the menu at top of the table.
Use the blue arrow buttons at the top of the page to turn the pages or just click
the number of the page to view. To see the details of a job, click the yellow arrow
button in the first column of the table or its title.

A plus sign in the column labeled participants indicates that this job has more
participants than can be displayed in this list. To see a complete list of partici-
pants, either click the plus sign, which opens the participant list of the job de-
tails, or hover the mouse above it, which opens a tooltip with the information.
To create a new job, click the icon of a sheet of paper with a star.

6.1. Job Overviews



Using the print icon, print a list of all your jobs. Clicking the print icon opens a
new window in your browser, showing all entries optimized for your printer.
Use the print function of your browser for output of this list. For example, In-
ternet Explorer provides access to this function with ‘File’ [ ‘Print’. The SUSE
LINUX Openexchange Server print function is needed for proper ouput of the
list.

It is also possible to view jobs assigned to others to which you have read access.
Use the form to the left under the menu bar to locate the desired user.

= By group:

Select a group of which the desired user is a member from the first drop-
down box. Then select the desired user from the right drop-down box.

= By search field:

Enter search criteria for searching the entire user base. The search crite-
ria is applied to the login name and first and last name. Wild cards, such
as™® and‘?" , work as well. All user names matching your criteria ap-
pear in the right drop-down menu. Select the user whose jobs should be
displayed.

6.1.2 General Jobs

General jobs are jobs that are not part of a specific project. It is of no importance
who assigned this job to you. Other than this restriction of jobs displayed, the
list is identical to the list of all jobs and can be manipulated the same way.

All jobs not archived yet are listed. Overdue jobs are highlighted in orange. Use
up and down arrows in each column’s header to sort the list table by column in
an ascending or descending order. Change the number of jobs displayed using
the drop-down menu on top of the table. Use the green left and right arrows on
top of the page to page through jobs or click the number of the page to display.
To open the detailed view of a job, click the yellow arrow in front of the entry or
click the job’s title.

If a plus sign is shown in the “participants’ column, there are more participants
than can be shown at once. Click the plus sign to access the detailed view of all
participants of this job. Hover the mouse cursor above the plus sign to view a
tooltip with the information. To create a new job, click the ‘Create job” icon.

Use the print icon to print a list of all delegated jobs and those jobs not based on
a project. A print-optimized page opens in your browser. Use the print function
of your browser as usual to print this table.
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6.1.3 Project Jobs

This list shows jobs that are assigned to specific projects. Project-related jobs can
be added in the job module only, but you can find the in the detailed view of the
respective project as well later on.

The project job list includes all project-related jobs not yet archived. Overdue
jobs are highlighted in orange. Use the up and down arrows in each column’s
header to sort the list table. Change the number of jobs displayed using the
drop-down menu on top of the table. Use the green left and right arrows on top
of the page to page through jobs or click the number of the page to display. To
open the detailed view of a job, click the yellow arrow in front of the entry or
click the job’s title.

If a plus sign is shown in the ‘participants’ column, there are more participants
than can be shown at once. Click the plus sign to access the detailed view of all
participants of this job. Hover the mouse cursor above the plus sign to view a
tooltip with the information. To create a new job, click the ‘Create job’ icon.

Use the print icon to print a list of all delegated jobs and those jobs not based on
a project. A print-optimized page opens in your browser. Use the print function
of your browser as usual to print this table.

6.1.4 Delegated Jobs

Delegated jobs are those assigned to other users. This list shows jobs you have
delegated that are not yet archived. Interact with it as with other lists.

Overdue jobs are highlighted in orange. Use the up and down arrows in each
column’s header to sort the list table. Change the number of jobs displayed us-
ing the drop-down menu on top of the table. Use the green left and right arrows
on top of the page to page through jobs or click the number of the page to dis-
play. To open the detailed view of a job, click the yellow arrow in front of the
entry or click the job’s title.

If a plus sign is shown in the ‘participants’ column, there are more participants
than can be shown at once. Click the plus sign to access the detailed view of all
participants of this job. Hover the mouse cursor above the plus sign to view a
tooltip with the information. To create a new job, click the ‘Create job” icon.

Use the print icon to print a list of all delegated jobs and those jobs not based on
a project. A print-optimized page opens in your browser. Use the print function
of your browser as usual to print this table.

6.2. Creating a New Job
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Description Test the SLOX-Functionality

Assignment. General job -

Currency:
SHOULD Dwration: [0 00

15 Duration 0.00
SHOULD Costs 0.00
15 Costs 0.00
Costs (% constant (" variable

Figure 6.2: Creating a New Job

6.2 Creating a New Job

.r
To create a new job, click the ‘New” icon \l;“"
6.2.1 Permissions
If this job is only valid for yourself, choose ‘private’. When creating the job, you

will be the only one who has read and write access. Permissions can also be set
‘individually’. The default is ‘private’.
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r Caution
Permissions

If you later change this setting to “private’, all participants will be re-
moved from this job. Additional information about permission manage-
ment can be found in Section on page

Caution |

6.2.2 Start Date

The start date defaults to the current date. Enter the date when the job begins.
The date format is MM/DD/YY. Alternatively, set the date using the built-in
calendar by clicking the calendar icon. This opens a window containing a cal-
endar in which to click the desired date. When creating a project job, the system
verifies if the start date is within the project’s time frame. Entering a start date is
mandatory.

6.2.3 End Date

Enter the date when the job should be completed. The date format is
MM/DD/YY. Alternatively, select the date using the built-in calendar by click-
ing the calendar icon then clicking the desired date in the window that opens.
The end date defaults to the current date. When creating a project job, the sys-
tem verifies that the end date is within the project’s time frame. Entering an end
date is mandatory.

6.2.4 Follow-up Date

Enter a date on which to be reminded of this job. After this date, the job is listed
on your portal page. The date format is MM/DD/YY. If desired, use the built-in
calendar. For project jobs, the system verifies that the date is within the project’s
time frame.

6.2.5 Title

Enter a title for the job here. Entering a title is mandatory.

6.2.6 Description

Enter a description of the task here.

6.2. Creating a New Job



6.2.7 Assignment

Set whether this job is a general job or part of a project. If it is part of a project,
select the project from the drop-down box. Otherwise, select ‘general job’. If it
is a project job, the system automatically checks whether this job’s time frame is
within the project’s time frame.

sqor

6.2.8 Priority

Assign a priority to the job. Select from ‘low’, ‘middle’, or ‘high’. The default is
low’.

6.2.9 Status

Specify the completed percentage of the job in increments of ten. By default, the
value is ‘NEW’. If you are the creator or have write access, move this job to the
job archive when desired by specifying “ARCHIVE'.

6.2.10 Currency

Choose the currency to you use for SHOULD costs and IS costs. Currencies
shown in this field depend on the list of currencies provided by your system
administrator.

6.2.11 SHOULD Duration

Specify the estimated duration of the task in ‘hours’ or ‘work days’. Select the
unit from the drop-down box.

Note

This value can only be changed by someone with write access.

Note ]

6.2.12 IS Duration

Enter the real time the job has taken in ‘hours’ or ‘work days’ — the same unit
as for the ‘'SHOULD duration’. On the details page, view the difference between
the SHOULD and IS durations. The IS duration can also be modified by partici-
pants with only “read access”. Projects add up the time of associated jobs for the
project time.
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6.2.13 SHOULD Costs

Enter the estimated costs using the currency chosen above. This value can be
changed by someone with “write access”.

6.2.14 IS Costs

Enter the real costs of the job, using the currency chosen above. On the details
page, view the difference between the SHOULD and IS costs. The IS costs can
also be modified by participants with only “read access”. Projects add up the
costs of associated jobs to determine the cost of the project.

6.2.15 Costs

Specify whether the costs for this job are variable or constant.

6.2.16 Comments

Predominantly, jobs cannot be modified by someone with only “read access”.
However, some of these fields can be modified by people with only read access.
It makes it easier to manage participant contributions to job information. These
fields are Status, IS duration, and IS costs.

As many comments as desired can be added to a job. When you change the
job’s status, a comment must be added so other participants can understand
the changes. Fill in the fields ‘“About” and ‘Comment’ then click ‘Save’.

On the details page of a job, access a list of all comments with the ‘Comments’
tab.

6.2.17 Reminder

To have a reminder about the job e-mailed to you, select a time from the drop-
down menu. You will then be reminded by e-mail of this job one to three days
before the end date. For other participants to be informed of the changes you
made to this job, check ‘notify participants’. If another internal user of SUSE
LINUX Openexchange Server opens the notification of a new job with the SUSE
LINUX Openexchange Server webmail client, a new pop-up window opens,
giving him the possibility to accept or decline the new job.

6.2. Creating a New Job



6.2.18 Participants

Select the task members and the access permissions from the corresponding
tabs. For additional information, consult the help pages.

sqor

To save your entries, click ‘Save’. To discard them, click ‘Cancel’.

6.3 Modifying a Job

Jobs

Job | Participants | Read access | Write access | Drafts |

" Personal job @ Group job Drafts @

Joh

Start date 09,/05,/03 ]
End date 09,05,/03 m
Follow-up 09,/02,/03 m

Title: [§uSE Testiob

Description: Test the SLOE-Functionality

Asgignment General job -

SHOULD Duration: [0, 00 Hours -

15 Duration: 0.00

SHOULD Costs 0.00

15 Casts: ,Wi
Costs: (& constant © variable

Figure 6.3: Detailed Job View

To edit a job, first open its details page. Then click the ‘Edit” icon \} to open
the dialog for modifications. If you have write access, you can now change the
assigned participants and all this job’s details. For example, change this job’s
status or declare it done. You may also move this job to the archive.
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This job’s details can only be modified if you have write access. If you have
only read access, you can still change the values ‘IS duration’, ‘IS costs’, “About’,
‘Comment’, ‘Reminder by mail’, and ‘notify participants’.

Further information about the significance of each field can be found in Sec-
tion[6.2]on page 83}

In ‘options’, decline or accept a job assigned to you. You may also add a com-
ment detailing your choice. ‘Participants’ shows the status and comment (if any)
of each participant. The status can be open, declined , or accepted

6.4 Forwarding a Job

If you received this job from someone else and have write access, you can dele-
gate it to others. To do this, edit the job and modify the participants list.

6.5 Job Archive

|Martm Mustermannj | -| Show archive =
List | General jobs | Project jobs | Delegated jobs |
;
Pagel/1 Fi1= \B @
10 Entries >
Title T4 Priority @& | Status T & | Start date @& |End date 4| Principal 4 Participants
(> | New Homepage Design =00 Done | 16-10-2002 21-01-2003 | Martin Mustermann | Private
[ | Manual SUSE Linux =00 Done | 14-10-2002 20-10-2002 | Martin Mustermann | Private
Openexchange Server 4
> | webserver Germany =0 Done | 14-10-2002 15-11-2002 | Martin Mustermann | Private

Figure 6.4: Job Archive

The job archive contains all jobs that have been archived. Access the archive

by selecting ‘Archive’ in the drop-down box in the upper right of all list pages.
Access the detailed view of the job by clicking its title. Archived jobs can still be
modified.

6.4. Forwarding a Job



6.6 Deleting aJob

To delete an existing job, open the detailed view of the job. Then click the trash
can icon. A confirmation dialog opens. To delete an existing job, you need
proper write permissions for the job. When you delete an existing job, a notifi-
cation e-mail is sent to all participants of the job.

6.7 Job Notes

You may add short notices and information to a job. Open the ‘Notes’ tab to
view a list of all notes about this job.

™

Click ‘Create New’ == to attach a new note to the job. Note permissions are
managed separately, so it is possible to attach a private note to a job. Further
information about notes can be found in Section 2.4 on page

6.8 Linking a Job

Jobs can be linked to other objects, such as addresses, contacts, other jobs,
projects, bookmarks, and forums. Link the job to other objects by selecting
‘Links’ from the job’s details page. All links already present are listed on this
page. Create a link by clicking ‘activate linking’ then navigating to the details
page of the target object. Choose ‘Links’ there then click ‘Create’ to establish the
link. To leave the linking mode, click ‘deactivate linking’.

Only linked objects to which you have read access are shown. More information
about linking is available in Section 2.5 on page

6.9 History

The detailed view of a job also has a tab for ‘History’. Use it to view which user
originally created this entry and when it was created. Additionally see when the
last changes were saved for this job and which user made them.
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Projects

&)

The projects module is well suited for collecting and managing project informa-
tion. Apart from entering project-specific data, view project jobs here. You can
also define “Milestones” for a project of which you can, of course, be reminded.
Additionally add notes to projects and link projects with other objects relevant
to the project. For example, create a forum for the discussion about a project and
link it to the project.

[7.1 Overview of Projects| . . . . . ... ... ........ 92
|72 Printing a ProjectList| . . ... ... ... ....... 94
|7.3  Creatinga New Project|. . . . .. ... ... ...... 94
|74 EditingaProject| . ... ... ... ........... 98
[7.5 Project Archivel . . . . .. ... ... oo oL 99
[7.6  DeletingaProject|. . . ... ............... 99
|77 ProjectNotes| . . . ... ... ... ... ... 100
|7.8  Linking a Project to Other Objects|. . . . . . . ... .. 100
[7.9 Comments about Projects| . . . ... .......... 100
[7.10 Milestones for Projects| . . . . .. ... ... ...... 100
........................ 101
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7.1 Overview of Projects

[Wartin Mustermann =] [ -] Show List -
List |
;
Page1/1 f1s 2 @
Mame @& Status To | Startdate 94 Enddate To|Type To Leader T&

(| Pawer-plant Cologne Deutz Dane 14-10-2002 01-11-2002 Building Bastian Miller

= a”“a”””“e Slcallinepenexchanaly Done 01-10-2002 | 13-10-2002 | Texterstellung | Michael Mislewczik

Figure 7.1: Overview of Projects

This page provides an overview of all projects assigned to you. All past dates
are highlighted in orange. Change the ordering of the table by clicking one of
the yellow arrows (upward for ascending, downward for descending) in the
table’s head. Specify how many items should be displayed per page using the
drop-down box on top of the table. By clicking the green arrows on top of the
page, turn the pages or just click the page number to see.

To see the details of a project, click the yellow arrow in the first column of the
table. To create a new project, click the ‘Create New’ icon.

Using the print icon, print a list of all your shown projects. Clicking the print
icon opens a new window in your browser, showing all entries optimized for
your printer. Use the print function of your browser to print this list. For exam-
ple, Internet Explorer provides access to this function with ‘File’ ] ‘Print’. The
SUSE LINUX Openexchange Server print function is needed for proper output
of the list.

7.1.1 Searching for Projects

In the search field of the “Magic bar”, look for other people’s projects to which
you have access. Choose the user’s group from the first list. This way, also find
all projects of other participants. Use the text field to search for the user whose
projects interest you. Enter the name of the user and press (O). If more than one
entry matches your criteria, select the correct one from the list to the right.

From the list field in the upper right corner of the “Magic bar”, select which
types of projects should be listed. The following choices are possible.

7.1. Overview of Projects



List With the ‘List’ option, see a list of all active projects that have not been
archived yet.

Past-due projects These projects have not been finished yet although their end
date has already been reached.

Next 7 days This option displays all projects that need to be completed within
the next seven days — those whose end date will be reached.

Archive This option shows all projects that were completed and moved to the
archive.

Selecting a project is as simple as clicking the project’s title or the yellow ar-
row in the first column of the project table. This opens the detailed view of the
project.

7.1.2 Detdails Page of a Project

Project | Participants | Comments | Milestones | Jobs | History | Notes | Links |

Power-plant Cologne Deutz \é \} @
Mame: Power-plant Cologne Deutz

Start date: 14-10-2002

End date: 01-11-z002

Follow-up: 29-10-2002

Status: Done

Type: Building

Leader: Bastian Maller

External

Tam Weichert, Bob Brown
participants:

Customer: Citybuild Sample Company
Description: Setup of a ney 5000 M Pawer-Plant in Cologne Deutz

Gains: 0.00¢

Expenses: 500,000.00 €

Flannsd 0,00 haurs

duration:

1S Duration: 0.00 work days and 0,00 Hours

15 Costs: 0.00 €

Cancel

Figure 7.2: Project’s Detailed View

See all information about a project in its details page, as shown in Figure[7.2]
Past dates are highlighted in orange. ‘IS Costs” and ‘IS Duration” are the sum of
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all ‘IS Costs” and ‘IS Durations’ of all this project’s jobs. The currency used for
the fields IS costs, Gains, and Expenses depends on the currency selected when
adding the project and the project-related jobs. If there are amounts for jobs in
different currencies, all amounts for different currencies are shown separately.

Options

If this project was assigned to you by someone else, you have the possibility

to accept or decline it. Enter a comment regarding your decision in the text
field. If you decline a project, the comment is mandatory. Both your choice and
comment are displayed on the participant list. After selecting a response, click
‘Save’.

Other Information

Using the tabs, find other information regarding this project. With the ‘Partici-
pants’ tab, find a list of all people to whom this project has been assigned. With
‘Comments’, see all comments about this project. Use ‘Milestones’ to view a list
of all milestones created for this project. ‘Jobs’ lists all jobs associated with this
project. ‘History” shows who has changed or created this project. ‘Notes’ dis-
plays all notes attached to this project, ‘Links’ lists all links this project may have
to other objects. Additional information can be found on the help pages.

7.2 Printing a Project List

Using the print icon, print a list of all projects shown. Clicking the print icon
opens a new window in your browser, showing all entries optimized for your
printer. Use the print function of your browser to print this list. For example,
Internet Explorer provides access to this function with ‘File’ J ‘Print’. The SUSE
LINUX Openexchange Server print function is needed for proper output of the
list.

7.3 Creating a New Project

Create a new project by selecting the appropriate link in the ‘Create new’ area
on the portal page or by clicking the ‘New” icon. First, enter at least the project’s
end date, its name, and type. Next, select all participants from the lists of users
and groups. Afterwards, enter additional information about this project as de-
scribed in the following.

7.2. Printing a Project List



Projects

Project | Participants | Read access | Write access |
@ Private project © Group project @ E
e Q.
Start: lm m g
s el o
Follow-up: [es-10-z002 | [1
Mame: IDDWET’P\SHI Cologne Deutz
Type: IE\ul\dmg Building j
Setup of a ney 5000 Mw Power-Plant in Cologne Deutz ;I
Description:
E
Leader: |Bast\an tiller
External Participants: [Tom weichert, Bob Brown
Custorner: ICilyhu\Id Sample Company
Status: e d
S— T
000 [hoars =]
Gains: 0.00 @

Figure 7.3: Creating a New Project

7.3.1 Permissions

If this project is solely valid for yourself, select ‘private’. You may not add other
participants to the project and initially are the only one that has read and write
access to it.

Although this project is private, you may grant read and write access to other
people. You can also declare this project a ‘Group project’.

Caution

If you later change a project to a private one, all its participants will be
removed from it.

Caution _

7.3.2 Begins

Enter the date when the project starts. The date format is MM/DD/YY. Alterna-
tively, select the date using the built-in calendar by clicking the calendar icon. In
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the window that opens, click the date to enter.

The start date defaults to the current date. Entering a start date is mandatory.

Caution

All mandatory fields must be completed before you can select another
tab.

Caution |

7.3.3 Ends
Enter the date on which the project should be completed. The date format is
MM/DD/YY. Alternatively, select the date using the built-in calendar by click-

ing the calendar icon. In the window that opens, click the date to enter. Entering
an end date is mandatory.

7.3.4 Follow-up Date

Enter the date on which to be reminded of the project. After this day, a note re-
garding this project is listed on the portal page. The date format is MM/DD/YY.
Alternatively, select the date using the built-in calendar by clicking the calendar
icon.

7.3.5 Name

Enter the title of the project here. Entering a title is mandatory.

7.3.6 Description

Enter a description of the project here.

7.3.7 Leader

Enter the name of the project leader.

7.3.8 External Participants

If this project has participants that do not have accounts on the system, such as
project partners from other companies, enter their names here.

7.3. Creating a New Project



7.3.9 Customer

If this project is for a customer, enter the customer name here.

7.3.10 Type

Enter the project type, such as software development. Entering a type is manda-
tory.

7.3.11 Status

Specify the percentage complete the project currently is. The status can be en-
tered in increments of ten percent. By default, the value is ‘NEW’. During the
project, the status can be increased until it is ‘Done’.

If you are the creator of this project or have write access, move this project to the
project archive by specifying “ARCHIVE'. The project will not be listed anymore
in the main list, but you can still find it in the archive.

7.3.12 Currency

Select the currency to use for expenses and gains. To select the currency, use
the drop-down menu. The available currencies shown depend on the configu-
ration made by your administrator. If you need more currencies not shown in
this field, contact him to add the needed currency. The chosen currency for this

project is automatically used as the standard currency for all project-related jobs.

7.3.13 Planned Expenses

Enter the planned expenses in the currency chosen above and the planned du-
ration of the project in ‘hours’ or ‘work days’. Select the unit in the drop-down
menu next to the text field.

7.3.14 Gains

Enter the expected revenue of this project.
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7.3.15 Comments

Participants can use comments to add notes about the project description or
document changes made to this project. Every time a project is edited, you may
add a comment to it.

Complete the fields “About” and ‘Comment’ then click ‘Save’.

7.3.16 Reminder

To be reminded of this project by e-mail, specify when the reminder should be
issued. The notification will then reach you one to three days before the project’s
‘End date’. To inform the other internal participants of your changes, check ‘no-
tify participants’.

7.3.17 Finishing Creation

Use the tabs to access other forms in which to specify the ‘participants” and
‘read and write access’ for this project. For additional information, consult Sec-
tion[2.3.T)on page[21] To save the changes, click ‘Save’. To discard them, click
‘Cancel’.

7.3.18 Adding Jobs

Add jobs to this project in the ‘Jobs’ module. Refer to Chapter[6|on page[79}

7.4 Editing a Project

To edit a project, first navigate to its details page. Open the editing form by
clicking the ‘Edit’ icon. If you have “write access”, you can now change the
assigned participants and all this project’s details. You may also increase this
project’s status or declare it “done”. If desired, move the project to the archive.
Further information about the significance of each field can be found in Sec-
tion[6.2]on page[83]

In the ‘options’ form of this project, decline or accept a project assigned to you.
You may also add a comment detailing your choice to the answer. On the ‘Par-
ticipants’ tab, the status and comment (if any) of each participant is listed. The
status is open, declined , or accepted . This is only available if this project
was assigned to you by someone else.

To save the changes, click ‘Save’. If you do not want to save changes, click ‘Can-
cel’.

7.4. Editing a Project



7.5 Project Archive

[martin Mustermann =] | ~| shaw archive -
List |
.
Page 1/ 1 1 @ @
Name @8 Status 94| Startdate A Enddate 98| Type 94 Leader 94

[ | Pawer-plant Cologne Deutz Done 14-10-2002 01-11-2002 Building Bastian Millar

53 a"”a‘ for the Suse Linux Openexchang ... Done 01-10-2002 13-10-2002 | Texterstellung | Michael Mielewczik

Figure 7.4: Project Archive

The archive contains projects that have been archived. Usually, these are projects
that have been completed or discontinued. Open the archive by selecting
‘Archive’ in the drop-down menu in the upper right of the list page.

Open a detailed view by clicking on project’s name. Permission settings may
still be modified in archived projects.

7.6 Deleting a Project

To delete this job, click the green trash can icon and confirm your command. To

cancel the delete process, press ‘Cancel’. Deleting a job requires proper write ac-
cess to the job. Normally, every user with write access to a project may delete it.
If a special user is assigned as the project’s owner, he is the only one allowed to

delete the job. If a job is deleted, SUSE LINUX Openexchange Server automati-

cally generates notification e-mails, sent to all participants of the job.

Note
Deleting a Project

As well as deleting a project itself, you can also delete all project-related
jobs. Activate check box ‘Delete assigned job” to do so. If you hold the
right to delete a project but are not granted this right for all its related
jobs, all jobs to which you have delete rights will be deleted. All other
jobs will remain, but they are no longer assigned to any project.

Note ]
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7.7 Project Notes

You may add short notices and information to a project. Open the ‘Notes’ tab to
see a list of all notes about this project. With the ‘New Note” icon, write a new
note about this object.

Notes have a separate permission management system. A private note can be
added to a public project. More information about notes can be found in Sec-

tion2.4)on page[28

7.8 Linking a Project to Other Objects

Projects can be linked to addresses, contacts, jobs, other projects, bookmarks,
and forums. Link the project to other objects by first selecting the ‘Links’ tab
from the project’s details page. All links already present are listed on this page.

Create a link by clicking ‘activate linking’ then navigating to the details page of
the target object. Open the ‘Links’ tab there then click ‘Create’ to establish the
link. To exit linking mode, click ‘deactivate linking’.

Only links to objects for which you have read access may be viewed or created.
More information about linking is available in Section2.5/on page 29

7.9 Comments about Projects

A list of all comments can be found below the ‘Comments’ tab. Change the sort
order of the table by clicking one of the yellow arrows (up for ascending, down
for descending) in the table’s head. Specify how many items should be dis-
played per page using the drop-down menu on top of the table. Click the blue
arrows on top of the page to turn the pages or just click the number of the page
to view. To see the details of a comment, click the “About’ line or the yellow ar-
row in the first column of the table.

To add a comment, edit this project as explained in Section[7.4 on page 98] Enter
a subject and comment then click ‘Save’ to add a comment to this list.

7.10 Milestones for Projects

In the detailed view of a project, find the ‘Milestones’ tab. Selecting it opens a
list of all important stages of this project. With milestones, keep track of how
well your project progresses.

7.7. Project Notes



Change the order of the table by clicking one of the yellow arrows (up for as-
cending, down for descending) in the table’s head. Specify how many items
should be displayed per page using the drop-down menu on top of the table.
Click the blue arrows on top of the page to turn the pages or just click the page
number of the page to view. To see the details of a milestone, click the yellow
arrow in the first column of the table.

Milestones play an important role in projects. For this reason, it is usually vital
that everything related to a milestone is finished on schedule. The system can
remind you of these important dates. Simply edit a milestone and select the re-
spective options. To create a new milestone, click the ‘Create New” icon.

7.11 Project Jobs

From the detailed view of a project, access a list of all jobs associated with this
project by opening the ‘Jobs’ tab. Change the order of the table by clicking one
of the yellow arrows (up for ascending, down for descending) in the table’s
head.

Specify how many items should be displayed per page using the drop-down
menu on top of the table. Click the blue arrows on top of the page to turn the
pages or click the page number of the page to display. To see the details of a job,
click the yellow arrow in the first column of the table.

A plus sign in the participants column shows that this job has more participants
than can be displayed in this list. Click the plus sign to open participant list of
the job details. Alternatively, hover the mouse cursor over the plus sign to view
a tooltip listing all participants.

A,
To create a new job, click N The job’s affiliation then defaults to this project.
Additional information about creating jobs can be found in Section[6.2lon

page[83}

7.12 History

In the details page of a project, also find the “History” tab. Use it to see which
user originally created this entry and when it was created. Additionally, see
when the last changes were saved for this project and which user performed
them.
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Documents

[ 2]

In the document management module, upload documents and make them
available to other users. The documents can be viewed directly or downloaded.
To make managing your documents easier, an extensible folder hierarchy has
been implemented. Both folders and documents have access permissions. You

are able to save documents in different versions.

[8.1 Document Directory Structure|. . . . . . .. ... ... 104
[8.2  Uploading Documents to the Server| . . . . ... ... 106
[8.3 Reading and Downloading Documents|. . . . . . . .. 109
[8.4 Modifying the Description and Permissions| . . . . . . 109
[8.5 Deleting Documents| . . . . ... ............ 110
[8.6 Moving Folders and Documents| . . ... ... .. .. 111
8.7 Locating Documents| . . . ... ... .......... 112
88 Notes| . ... ... .. .. ... .. 113
[8.9  Linking a Document to Other Objects| . . . . ... .. 113
8.10 History| . . . . ... ... ... ... .. ... ..... 114
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8.1 Document Directory Structure

Root = Show

Foldertree | List |

o
S

5 Documents

© Roat

© Groupware
English Manual SUSE Llnux Openexchange Server 4
Linux Man Pages

© Linux

intranet.pdf

intrangt.tgz

intranet_en.pdf

Figure 8.1: The Directory Structure for Documents

To make managing documents in a concise way easier, a folder structure, similar
to the directory structure of a computer, is at your disposal. As many folders
and subfolders on different levels as desired may be created. Refer to Figure

Because of the permission system implemented, only see folders to which you
have read access. It is not possible to view documents or folders, regardless of
their permissions, that are contained within a folder to which you do not have
access. Documents you cannot view will not be listed in search results.

To see the contents of a folder, click the plus sign in front of the folder. The
folder is then opened and its contents listed. An open folder is marked with a
minus sign. Click it to close the folder again. Folders without either symbol are
empty or contain only documents to which you do not have access.

As well as the tree-based document overview, a table list view of all documents
is also available. Open this list with the tab ‘List’. In the table view, use the same
groupware functions as in the tree view.

8.1.1 Creating a Folder

Before adding a new folder, determine where it should be placed by marking
the radio button in front of the new folder’s parent folder. If no parent folder is
marked, the new folder is added to the root folder.

F;

Click the ‘new folder’ icon ', located to the upper right of the directory
view. In the form that opens, shown in Figureon the next page, specify ac-
cess permissions for the new folder and its name.

8.1. Document Directory Structure



Documents

Folder | Read access | Write access| Drafts |

& Everyhody O Personal © Individually Drafts @

Foldler rame: [Foldexf

SJUSWND0(]

Figure 8.2: Creating a Folder

r Note

Different permissions can be assigned for documents and folders. If fold-
ers and the documents in it have the same permission settings, someone
who can view the folder sees a complete content listing. If a user cannot
view a folder, he cannot view items in it, even if they have less restricted
access permissions.

Note ]

Click ‘Save’ to create the new folder. To abort the creation, click ‘Cancel’.

8.1.2 Editing Folders

Select the folder to edit from the directory tree by marking its radio button.
Next, click the “Edit’ icon, located to the upper right of the tree. If you have
write access to the folder, this opens the edit form in which to change the per-
missions to the folder.

To save the changes, click ‘Save’. To discard them, click ‘Cancel’.
8.1.3 Deleting a Folder

To delete a folder, first select it from the directory tree. Then click the trash can
icon. A confirmation window opens.

Caution

Deleting a folder also deletes all subfolders and documents it contains.
Only folders and documents to which you have write access may be
deleted. An error appears if you attempt to delete something to which
you do not have access. The root folder may not be deleted.

Caution _
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Documents

Folder |
Linux @

- Do you really want to delete this folder including all subfolders and documents?

Folder name: Linux

Created by: Martin Mustermann
Created the: 17-10-2002 18:53
changed by:

Changed the:

Delete Cancel

Figure 8.3: Confirming Deletion

If you are absolutely sure you want to delete the chosen folder and all docu-
ments and subfolders it contains, click “Delete’. To abort, click ‘Cancel’.

8.2 Uploading Documents to the Server

Documents

Document | Read access | Write access | File save | Drafts |

& Everybody " Personal  Individually B (&3}
Document title: [peb Daw ap1

BPT of the new WebDAV-Interface|

Description:

assigned version 1

Figure 8.4: Uploading Documents

Select the folder in which to place the new document by marking its radio but-
ton. If you do not mark a folder, the new document will be added to the root
folder. Switch to the creation form by clicking the ‘Create new” icon. A dialog

8.2. Uploading Documents to the Server



opens in which to specify the document’s description and its access permis-
sions.

8.2.1 Permissions

Three access permission settings are available: ‘private’, ‘individually’, and ‘ev-
erybody’. If you define specific access permissions manually, ‘individually’ is
marked automatically. Additional information about permission management

can be found in Section on page

SJUSWND0(]

8.2.2 File Name

The name under which this document is listed in the document management
can be specified here.

r Tip
For this document to have the same name as it has on your hard disk,
leave this field empty. When you later upload the file, its name is auto-
matically applied to this field. The file name is version specific. If you
change the file format between one version and another, the file name
should reflect that change accordingly.

Tip

8.2.3 Description

Enter a description for this document here. The description is version-specific —

every version has its own description.

r Tip
When writing the description, try to describe the differences between the
versions. This allows them to be distinguished easily.

Tip

8.2.4 Assigned Version

This field details the version number of the document being edited. If you cre-
ate this document, you are working on the first version. Remember the version
number when filling in version-specific fields (‘File name’, “Description’, ‘MIME
type’, ‘File size’).
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8.2.5 Selecting a File

The file to upload to the server is set under the ‘File’ tab. To select a file from
your hard disk, click ‘Browse’. In the emerging file browser, specify the file to
upload. Its path is then entered in the text field.

To start the actual transfer, click “Upload’. Depending on the file’s size, this can
take some time.

Documents

Document | Read access | Write access | File save | Drarts |
File: [ Durchsuchen... |[Upload
File rame: ‘Bﬂ.ds:humphotul pruy
Wime type [image,/png
File size: B0.67 KB

Figure 8.5: Selecting the File to Upload

8.2.6 MIME Type

MIME stands for Multipurpose Internet Mail Extensions and was originally a
standard that described how different file types (e. g., pictures or music files)
should be transmitted from one e-mail server to the next. Because this standard
is very flexible, it became widely accepted in other areas of the Internet as well.
Your browser, for example, knows how to handle a file it receives by the file’s
MIME type. Text documents are usually displayed, while music files are played.
For browsers to handle documents correctly when downloading them, specify
your file’s MIME type. When you are uploading a file to the server, the system
tries to guess the MIME type and enters the result in this text field. Overwrite
this, if desired. The following is a short, but very incomplete, list of MIME types.
Some file types have more than one MIME type.

The browser usually offers to download if it encounters a file of the MIME type
application/octet-stream . If you are not sure which MIME type to spec-
ify and if you are not content with the systems proposition, enter this MIME

type.

8.2. Uploading Documents to the Server



MIME Type Description
application/octet-stream  Generic data stream
text/plain ASCII text g
text/html HTML document @)
application/msword Word document %
application/pdf PDF document D
application/rtf RTF document =
application/zip Zip archive v
image/bmp Bitmap image
image/jpeg JPEG image
image/png PNG image
audio/midi Midi song
audio/mpeg3 MP3 music file
video/mpeg MPEG video

Table 8.1: MIME Types

8.2.7 Saving the Document

Click ‘Save’ to save the settings for the document.

8.3 Reading and Downloading Documents

Locate the desired document in the folder structure. If you click the document
icon, the document is displayed in your browser, if possible. If you click the doc-
ument’s title, the document’s details page opens. In it, you can also see a link

to the document. If you click it, the browser asks where to save the file. If you
leave the mouse cursor hovering above the file’s entry in the document tree, a
tooltip appears with information about the document’s creator, its size, and the
version.

8.4 Modifying the Description and Permis-
sions

To change the document’s description, first open the document’s details page.
Then click the “Edit” icon to access a form in which to change the document’s
description. Click ‘Save’ to save any changes made. Click ‘Cancel” to abort.
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Documents

Document History Versions Notes Links

. £
English Manual SUSE LInux Openexchange Server 4 \} m @
File name: English Manusl SUSE Linux Openexchange Server 4

Description: English Manual SUSE LInux Openexchange Server 4
Ps

Current version: 1
Download: English Manual SUSE Linux Openexchange Server 4
Mime type: application/octet-stream

File size: 24,57 KB

Cancel

Figure 8.6: Downloading Documents

r Note

You may not change the document’s content within the groupware. To
modify the document, download it and change it on your computer. Then
upload the file again using the form below the ‘File’ tab in the editing
form to create a new version of the document. The old version will still be
available.

Note ]

8.5 Deleting Documents

There are two ways in which to remove a document from the server.

8.5.1 Deleting the Entire Document Eniry and All Versions

To delete a document entry including all its versions, open the detailed view of
the document. Then click the trash can icon. A confirmation dialog opens.

If you are sure you want to delete the document’s entry, click ‘Delete’. If you do
not want to delete the document, click ‘Cancel’.
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8.5.2 Deleting Old Versions

To remove old versions of a document from the server, open the document’s
details page. From there, select the ‘Versions’ tab. This opens a list of all versions
of the document. The current version is marked in the ‘current’ column. Check
the boxes in the last column for all versions to delete from the server. Next, click
‘Delete versions'.

Figure 8.7: Removing Old Versions

8.6 Moving Folders and Documents

8.6.1 Defining the Sources

% -~
Enter moving mode by clicking the ‘Move’ icon “" above the directory tree.
This page, similar to that in Figure[8.8, shows a folder structure much like that

Documents

Source || Destination |

Folders and documents you wish to move @
bl dRoot
1D Groupware
ST Linuk
English Manual SUSE LInux Openexchange Server 4
intranet.pdf
intranet.tgz
“ B M intranet_en.pdf

Cancel

Figure 8.8: Selecting the Source Folder and Documents

in the main directory tree. Select the documents and folders to move by check-
ing the corresponding check boxes. Multiple items can be selected. All contents
of folders are moved as well when folders are selected.
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Only folders and documents to which you have access can be selected. The
check box is grayed out otherwise.

8.6.2 Specifying the Destination

After choosing the sources, open the ‘Destination” tab. Select the folder into
which to move the selected documents and folders by marking its radio button.

Documents

Source | Destination |

Destination folder @
B2 € Root
1D @ Groupware
=10 C Linux
Cancel

Figure 8.9: Selecting the Destination

8.6.3 Moving the ltems

Confirm the move operation by clicking "‘Move’. If you do not want to move the
objects, click ‘Cancel’.

Note

If you try to move the folder into itself or one of its subfolders, the system
generates an error message.

Note ]

8.7 Locating Documents

With the “Magic bar” (upper part of the page), directly search for a document.
Select the folder to search from the list then enter the search term into the text
field. The results are listed on the page below the ‘List’ tab (refer to Figure
on the facing page). Access the details page of a result by clicking the [ icon in
the first column. Content cannot be searched — only titles.

8.7. Locating Documents



Documents
Root j ILir'ILJH| Show |

Figure 8.10: Searching Documents with the Magic Bar

SJUSWND0(]

Documents

Root x| [*Linus* Show

Folder tree | List |

Page1/1 Gl ®

2 Documents m

File name @2 Deseription Crestedby T4 g'gamd the

£ | English Manual SUSE Linux Openexchangs English Manual SUSE Linux Martin

Server 4 Openexchang ... Mustermann 17-10-2002

Martin
Musterrmann

C> | Linux Man Pages Man Pages for Linusx 17-10-2002

Figure 8.11: Results of a Document Search

8.8 Notes

You may add short notices and information to a document. Change to the
‘Notes’ tab to view a list of all notes about this document. With the ‘Create Note’
icon, write a new note about this object.

Notes are assigned access permissions separately. It is possible to attach a pri-
vate note to a public document. More information about notes can be found in

Section[2.4]on page

8.9 Linking a Document to Other Objects

Documents can be linked to addresses, contacts, jobs, other documents, projects,
bookmarks, and forums. First select the ‘Links’ tab from the document’s details
page. All links already present are listed on this page. Create a link by clicking
‘activate linking’ then navigating to the details page of the target object. Open
the ‘Links’ tab there and click ‘Create’. To leave the linking mode, click ‘deacti-
vate linking’.
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You must have read access to the linked object to view or create a link. More
information about linking is available in Section 2.5 on page 29}

8.10 History

In the details page of a document, also find the ‘History’ tab. Use it to find out
which user originally created this entry and when it was created. Additionally,
view when the last changes were saved for this document and which user per-
formed them.

8.11 Old Versions

The “Versions’ tab in the detailed view of a document lists the current version
and all old versions. Change the current version by marking the radio button
in the ‘Current’ column of the desired version. Confirm the choice by clicking
‘Change current version’. To access old versions, simply make them the current
version.

8.10. History



Knowledge

With the knowledge database, share interesting information with your col-

leagues. A folder structure similar to that in the document management system
is used to structure the knowledge base. The folder structure and the entries are
subject to the permission settings. This way, assign the different areas to the de-

partments and teams in your company.

9.1 The Knowledge Base Directory Structuref. . . . . . . . 116
9.2 Viewing Knowledge Items|. . . . . ... .. ... ... 119
[9.3 Adding New Knowledge Items| . . . . . .. ... ... 119
[9.4 Changing a Knowledge Item| . . . ... ... ... .. 120
9.5 Deleting a Knowledge Item| . . . . ... ... ... .. 120
9.6 Moving Knowledge Entries and Folders| . . . . .. .. 121
9.7 Searching Knowledge Items| . . . . . . ... ... ... 122
98 Notes| . ... ... .. .. ... . 123
9.9  Linking a Knowledge Item to Other Objects| . . . . . . 123
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9.1 The Knowledge Base Directory Struc-
ture

| kowie@ge |
m ,— Show

Knowledge | List |

Knowledge \:,’" \9 \i’ ‘i @

B3 O Root
2 Linux
-3 € windows
A0 C Linux
2 © Mount cD-Roms under Linux

Figure 9.1: The Knowledge Directory Structure

To simplify knowledge management, a folder structure, which you might know
from your computer, is available. Create an arbitrary number of folders and sub-
folders on different levels. See Figure[9.1]

Because of the permission management system, only see folders to which you
have read access. This works hierarchically. If you may not view a folder, you
cannot see the knowledge items it contains, regardless of their permission set-
tings. Knowledge items that you may not view are not listed in search results.

To see the content of a folder, click the plus icon in front of the folder. The folder
is opened and its contents listed. Open folders are marked with a minus icon.
Close the folder again by clicking the minus icon. If neither symbol is displayed,
the folder is empty or contains only items to which you do not have access.

Besides the tree view of all knowledge entries, view a list of all your knowledge
entries in the ‘List’ tab. In addition to the normal functions of the knowledge
module, you can use the print icon here to print a table of all your knowledge
entries. Click the print icon to access a print optimized table of your knowledge
entries with your Internet browser. If you use Internet Explorer, print with ‘File’
U ‘Print’.

9.1.1 Creating New Folders
Before adding a new folder, select where to place it by marking the radio button
in front of the new folder’s parent folder. If you do not choose a parent folder,

the new folder is added to the root folder. Click the ‘New Folder’ icon, located to
the upper right of the directory view.

9.1. The Knowledge Base Directory Structure



Knowledge

Knowledge | Read access | Write access |

@ eyerybody © private  © indvidually @

Create folder

Name: |Lmu><|

obpPaIMOUY

Figure 9.2: Creating a Folder for Knowledge Items

This opens a dialog like that in Figure[9.2] Assign access permissions for the
new folder and its name.

r Note

You may assign different permissions for knowledge items and folders.
When a user lists folder contents, all items within that folder to which
the user has access are listed. If someone does not have read access to a
folder, it will not be possible for this user to view items contained in the
folder, regardless of the permissions of the items.

Note ]

Click ‘Save’ to create the new folder. To abort creation, click ‘Cancel’.

9.1.2 Editing Folders

Select the folder to edit from the directory tree and mark its radio button. Next,
click the ‘Edit’ icon to the upper right of the tree. If you have write permis-
sions to the folder, this opens a dialog in which to change the permissions to
the folder.

To save the changes, click ‘Save’. To discard them, click ‘Cancel’.

9.1.3 Deleting Folders

To delete a folder, select it from the directory tree. Next, click the trash can icon.
Confirm the delete process in the dialog that opens.

Deleting a folder also deletes all folders and items contained. Only folders and
items to which you have write access may be deleted. The root folder may not
be deleted.
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Knowledge

Knowledge item |

Folder "Linux" @

- Do you really want to delete this folder including all subobjects?

Folder Details

Hame: Linux

Delete Cancel

Figure 9.3: Delete Confirmation

You do not have the neccessary permissions.

“You da not have the neccessary permissions ta delete this object.

ou will be redirected ...

Figure 9.4: Notification Message — Deleting a Folder

If you are absolutely sure you want to delete the chosen folder and all items
contained, click ‘Delete’ (see Figure. To abort the delete process, click ‘Can-
cel’.

r Note
Problems

This deletes the selected folder as well as all included subfolders and
knowledge entries in this folder. If you do not have the permissions to
delete one of the objects in this folder, you cannot delete this folder. SUSE
LINUX Openexchange Server provides a error message for three seconds
before returning you to the overview of the knowledge module. If you
received this error message, but the folder appeared empty, there are still
objects in this folder to which you do not have read access. There is no
way to delete such a folder without obtaining all needed permissions.

Note ]
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9.2 Viewing Knowledge ltems

To reach the details view of a knowledge item, locate the desired entry in the
overview and click the document icon. The details page of the selected entry is
then displayed.

obpPaIMOUY

9.3 Adding New Knowledge Items

Knowledge | Read access | write access |

@ gverybody  © private  © individually @
Title: [rrogramming c++
Sowe Important Information about Programming in C++ =]
Deseription:
H
Save | Cancel

Figure 9.5: Adding New Knowledge Items

Select the folder in which to create the new knowledge item by marking its ra-
dio button. If you do not mark a folder, the new knowledge item is added to the
root folder.

.
Open the creation form by clicking the ‘Create new” icon H‘Gf"" . This opens a
dialog in which to enter all details for the new knowledge item.

9.3.1 Permissions

Set access permissions for the knowledge item here. Set permission ‘individ-
ually” or give ‘everybody’ access. If this knowledge item is for yourself only,
select ‘private’.

9.3.2 Title

Enter a title for the item here. Entering a title is mandatory.
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9.3.3 Description

Enter the text of the knowledge item here. Entering a description is mandatory.

9.4 Changing a Knowledge Item

Knowledge

Knowledge | Read access | Write access |

* averybody © private O individually @
Add knowledge item
Title: |Mnunt CD-Roms under Linux
To Mount & CD-Rom under Linux, the following steps are =
necessary
Description:
Save | Cancel

Figure 9.6: Editing a Knowledge Item

To change the knowledge item’s entry, open the knowledge item’s details page
then click the ‘Edit’ icon. Alternatively, mark its radio button in the overview
then click “Edit’. A form in which to change the knowledge item’s description
and content appears. The significance of each field is described in Section on
the preceding page.

To save the changes, click ‘Save’. To discard them, click ‘Cancel’.

9.5 Deleting a Knowledge Item

To delete a knowledge item, mark its radio button in the overview. Next, click
the trash can icon to the upper right of the directory. A confirmation dialog
opens. If you are sure you want to delete the knowledge item, click ‘Delete’. If
you do not want to delete this knowledge item, click ‘Cancel’ to leave this page.
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9.6 Moving Knowledge Entries and Folders

9.6.1 Defining Source Objects

To move an object or folder, click ‘Move’ & *. You will be redirected to the source
page and presented with the folder tree of the knowledge management as in

Figure 0.7,

Knowledge

Source | Target |

obpPaIMOUY

Folders and knowledge you wish to move @

=] 12 Root
{1 ) |_ Programmiersprachen
10 [ test
% |_ HTHL - Formatierung - Einleitung
g |_ Inhalt won “Linux filr Anfanger”

] [T Werist Wer?

Mowe | Cancel

Figure 9.7: Selecting Source Folders and Knowledge Entries to Move

Click the plus icon in front of a folder to show the contents of the folder. If there
is no plus icon, the folder is empty or it contains only subfolders and knowledge
entries to which you do not have access. Select all folders and knowledge entries
to move by marking the check boxes in front of them. If you move a folder, all
its subfolders and knowledge entries are moved as well. If you are not allowed
to move a folder or knowledge entry, the check box is inactive and displayed in
gray. You cannot move a folder into itself or one of its subfolders.

9.6.2 Selecting the Target Folder
When finished your selection, select the target folder in the ‘targets’ tab. There,

select the target folder by activating the corresponding radio button in front of
the folder to which to move the sources. See Figure[9.8|on the following page.

9.6.3 Starting Moving

To start moving all selected source objects, click ‘Move’. To cancel the move-
ment, click the button ‘Cancel’.
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Knowledye

Source | Target |
Destination folder @
=] 12 ¢ Foot
) ¢ Programmiersprachen
) ¢ test
Move | Cancel

Figure 9.8: Select Target Folder

Note
Folders and Subfolders

If you try to move a folder into itself or of its subfolders, SUSE LINUX
Openexchange Server displays an error message. Moving folders into
itself or one of its subfolders is an invalid operation.

Note ]

9.7 Searching Knowledge ltems

knowledge |
| Root = Show |

Figure 9.9: Searching Knowledge Items with the Magic Bar

With the “Magic bar” (upper part of the page), directly search for a knowledge
item. Select a folder to search from the list then enter the search term in the text
field. The results are then listed on the ‘List’ tab. Access the details page of a

result by clicking the = symbol in the first column. You may not search by a
knowledge item’s content, only by title.

9.7. Searching Knowledge Items
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Knowledge | List |

Page 1/ 1 &1 @
2 knowledge items found 10 Entries =]
Title @& Created by @& | Createdthe @0

. Martin
[> [ Programming C++ Mustsrmann 18-10-2002

(> [ Mount CD-Roms under Linux Hagn 18-10-2002
Mustermann

Figure 9.10: Results of a Search for Knowledge Items

9.8 Notes

You may add short notices and information to a knowledge item. Select the
‘Notes’ tab to see a list of all notes about this knowledge item. With the ‘Create
note” icon, write a new note about this object.

Notes have a separate permission management system. A private note can be
attached to a public knowledge item. Further information about notes can be
found in Section[2.4/on page

9.9 Linking a Knowledge Item to Other Ob-
jects

Knowledge items may be linked to addresses, contacts, jobs, projects, book-
marks, other knowledge items, and forums. Link the knowledge item to other
objects by first choosing the ‘Links’ tab from the knowledge item’s details page.
All links already present are listed on this page. Links may only be viewed or
created if you have read access to the target object.

Create a link by clicking ‘activate linking’ then accessing the details page of the
target object. Open the ‘Links’ there then click ‘Create’ to establish the link. To
exit linking mode, click ‘deactivate linking’. More information about linking is

available in Section2.5]on page
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9.10 History

In the details page of a knowledge item, also find the ‘History’ tab. Use it to find
out which user originally created this entry and when it was created. Addition-
ally, see when the last changes were saved for this knowledge item and which
user performed them.
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Bookmarks

@]

Use the bookmarks module to collect links to interesting web sites and make
them available to your colleagues. Also use it to visit the bookmarks entered by
colleagues. A directory structure similar to the document management helps
organize the bookmarks. The folder structure and the entries are subject to the
permission settings. Different areas can be assigned to the departments and
teams in your company.

[10.1 The Directory Structure| . . . . ... ... ... .. .. 126
[10.2 Opening and Viewing Bookmarks| . . . ... ... .. 128
[10.3 Creating a New Bookmark]. . . . ... ... ... ... 128
[10.4 Modifying a Bookmark . .. ... ... ..... ... 130
[10.5 Deleting a Bookmark{. . . . ... ... ... ... .. 130
[10.6 Moving Folders and Bookmarks| . . . . ... ... .. 130
[10.7 Searching Bookmarks| . . . ... ... ... ... ... 132
[10.8 Notes for Bookmarks|. . . . . ... ........... 133
[10.9 Linking a Bookmark to Other Objects|. . . . . . . . .. 133
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10.1 The Directory Structure

[Root = Show
Bookmarks | List |
Bookmarks \é‘ \5 \é” ‘3’ @
Bz © poot
2 € Linux

I © searchengines
Z] ¢ Linux Hornepage
B © comfire Groupware
B © susE Linux

Figure 10.1: The Bookmark Directory Structure

Organize bookmarks into folders. Users can only see folders to which they have
read access. Even if bookmarks within a folder have less restrictive permissions,
users cannot view the bookmarks in a folder without read access to the folder.
Only bookmarks you can view are shown in the results of searches.

To see the contents of a folder, click the plus sign in front of the folder. The
folder is then opened and its contents listed. A folder whose contents are dis-
played is marked with a minus sign. Close a folder by clicking the minus sign. If
neither a plus sign or a minus sign is displayed in front of a folder, the folder is
either empty or contains only bookmarks and folders to which you do not have
access.

As well as the tree view of all bookmark entries, you can view a table of all your
bookmark entries in the tab ‘List’. In addition to the normal functions of the
bookmark module, use the print icon here to print a table of all your bookmark
entries. Clicking the print icon opens a display optimized for printing If you use
Internet Explorer, print this display with ‘File’ O ‘Print’.

10.1.1 Creating New Folders

Before adding a new folder, determine where to place it. Mark the radio but-
ton in front of the new folder’s parent folder then click the ‘new folder” icon
!

" in the upper right of the directory view. If no parent folder is selected, the
new folder is added to the root folder. A form like that in Figure[10.2]on the next
page opens in which to set the access permissions for the new folder and enter
its name.

10.1. The Directory Structure



Bookmark | Read access | Write access | Drafts |

& Everybody  Personal  Individually Drafts: @ g
Create folder O
Mamme:  [Linus Links| Py
3

Q

5

Figure 10.2: Creating Folders

r Note

Different permissions may be assigned for bookmarks and folders. If
folders and the bookmarks in it have the same permission settings, some-
one who can view the folder sees a complete content listing. Only book-
marks within a viewable folder can be viewed even if the bookmark has
less restrictive permissions.

Note ]

Click ‘Save’ to create the new folder. To abort the creation, click ‘Cancel’.

10.1.2 Editing Folders

Select the folder to edit from the directory tree and mark its radio button. Next,
click the ‘Edit’ icon, located to the upper right of the tree. If you have write per-
missions, this opens a form in which to change the permissions for the folder.

To save the changes, click ‘Save’. To discard them, click ‘Cancel’.

10.1.3 Deleting Folders

To delete a folder, select it from the directory tree. Click the ‘Delete” icon, the
trash can symbol. Then confirm the delete process.
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Bookmarks

Folder "Linux" @

- Do you really want to delete this folder and all its subobjects?

Folder Details

Narme: Linuz

Delete Cancel

Figure 10.3: Deletion Confirmation

r Caution

Deleting a folder also deletes all contained subfolders and bookmarks.
You may only delete folders and bookmarks to which you have write
access. If you do not have write access to the folder to delete or any sub-
folder or bookmark below it, an error message is displayed. The root
folder may not be deleted.

Caution |

To complete the delete, click ‘Delete’. To abort, click ‘Cancel’.

10.2 Opening and Viewing Bookmarks

To visit the link saved in a bookmark, click its title. To open the details page of a
bookmark, locate the entry in the directory. Next, click the document icon of the
chosen entry.

10.3 Creating a New Bookmark

Select the folder in which to save the new bookmark by marking its radio but-
ton. If no folder is selected, the new bookmark is added to the root folder.

A
Switch to the creation form by clicking ‘Create new bookmark’ " . This
opens a dialog in which to enter the bookmark’s description, URL, and access
permissions.

10.2. Opening and Viewing Bookmarks



Bookmarks

Bookmark | Read access | Write access |
& Everybody ¢ private € individually @ o
S
Designation:  [SUSE Homepage Py
LRL: [nttp: ffwww. suse.de 3
Homepage of SUSE Linux C| Q
Description: 5

|
Cancel

Figure 10.4: Creating a New Bookmark

Note

All mandatory fields must be completed before the bookmark can be
saved.

Note ]

10.3.1 Permissions

Specify the access permissions to the bookmark here. Set the permissions ‘indi-
vidually’, give ‘everybody” access, or make it ‘private’.

10.3.2 Title

Enter the title by which to list the bookmark. Entering a title is mandatory.

10.3.3 URL
Enter the Internet address of the bookmark here. Entering a URL is mandatory.

Do not forget to add a protocol (for example, http:// ) to the bookmark or it
will not work.

10.3.4 Description

Enter the description of the bookmark here. Entering a ‘description’ is manda-
tory.
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10.4 Modifying a Bookmark

Bookmark | Read access | Write access |
@ Everybody  private " individually @
Designation: ISUSE Homepage
URL: Ihttp://www‘suse‘de
Homepage of SUSE Linu =
Description:
[ |
Cancel

Figure 10.5: Changing a Bookmark

To change the bookmark’s entry, first open the bookmark’s details page. Click

the ‘Edit” icon \.'té5 to open a form in which to change the bookmark’s descrip-
tion and link. From an overview, access this form by marking the bookmark’s
radio button and clicking “Edit’. The significance of each field is described in

detail in Section [10.3]on page [128]
To save the changes, click ‘Save’. To discard the changes, click ‘Cancel’.

10.5 Deleting a Bookmark

To delete a bookmark, mark its radio button in the overview. Next click the
‘Delete’ icon, located to the upper right of the directory. A confirmation dialog
opens. To delete the bookmark, click ‘Delete’. To abort the deletion procession,
click ‘Cancel’.

10.6 Moving Folders and Bookmarks

10.6.1 Defining the Sources

L 3
Enter moving mode by clicking the ‘Move’ icon *~" above the directory tree.
This page, similar to that in Figure on the next page, shows a folder struc-

10.4. Modifying a Bookmark



Bookmarks

Source | Target |
Folders and bookmarks you wish to move @

({2 Fioot
1) [ Testordner
o

B [~ SuSE Homepage

SYIOUIN00g

Figure 10.6: Selecting the Source Folder and Bookmark Entries

ture much like that in the main directory tree. Select the bookmarks and folders
to move by checking the corresponding check boxes. Multiple items can be se-
lected. All contents of folders will be moved as well when folders are selected.

Only folders and bookmarks to which you have access can be selected. The
check box is grayed out otherwise.

10.6.2 Specifying the Destination

After choosing the sources, open the ‘Destination’ tab. Select the folder into
which to move the selected bookmarks and folders by marking its radio button.

Bookmarks

Source | Target |

Destination folder @
Sy~ Root
12 (o Testordrer

Figure 10.7: Selecting the Destination

10.6.3 Moving the ltems

Confirm the move operation by clicking ‘Move’. If you do not want to move the
objects, click ‘Cancel’.
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Note

If you try to move the folder into itself or one of its subfolders, the system
generates an error message.

Note ]

10.7 Searching Bookmarks

Bookmarks
Root | Juinus Show |

Figure 10.8: Searching Bookmarks

With the “Magic bar” (upper part of the page), directly search for a bookmark.
Select a folder to search from the list then enter the search term in the text field.
The results are shown on the ‘List’ tab. Access the detailed view of a result by
clicking the [ icon in the first column. Visit a bookmark by clicking its “URL’".
The page is opened in a new browser window.

IRnnt j I Show

Bookmarks | List |

Pagel/1 1= (5]
Title wo WRL va Created by ¥4 |Createdthe o

> | Linux Homepage hittp //uwaw linuz.org m;‘ti;‘mam 14-10-2002

> | Comfire Groupware http /fwwm comfire.de m;ﬁ;mm 14-10-2002

> | SuSE Linux hittp //uw suse de mgie"mam 14-10-2002

B> | Google DE hitp:/fwe google.de Stefan Preuss 14-10-2002

Figure 10.9: Bookmark Search Results

10.7. Searching Bookmarks



10.8 Notes for Bookmarks

Notes can be attached to bookmarks. Switch to the ‘Notes’ tab to view a list of
all notes about this bookmark. With the ‘Create note’ icon, write a new note
about this object.

SYIOUIN00g

Permissions for notes are managed separately from the bookmark permissions.
It is possible to add a private note to a globally-visible bookmark. More infor-
mation about notes can be found in[2.4on page

10.9 Linking a Bookmark to Other Objects

Bookmarks can be linked to addresses, contacts, jobs, documents, projects, other
bookmarks, and forums. Link the bookmark to other objects by first selecting
the ‘Links” tab from the bookmark’s details page. All links already present are
listed on this page. Create a link by clicking ‘activate linking” then navigating to
the details page of the target object. Select the ‘Links’ there then click ‘Create’ to
establish the link. To leave the linking mode, click ‘deactivate linking’.

Read access to the target object is required to view or create a link. More infor-
mation about linking is available in Section[2.5/on page 29

10.10 History

In the details page of a bookmark, a ‘History’ tab is also available. Use it to view
information about which user originally created this entry and when it was cre-
ated. Additionally view when the last changes were saved for this bookmark by
which user.
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Forum

o)

In the forum module, talk with your colleagues. Every discussion is threaded to
allow you to follow it easily. To get answers to postings or even whole forums as
soon as possible, subscribe to them via e-mail. With the permission management

system, access can be granted to external business partners.

IL1.1 Forum Overview] . . . . . . . .. .. ... .....
[11.2 Creating and Editing a Forum|. . . . . . .. .. ..
[11.3 Creating a New Article or Responding| . . . . . . .
[11.4 Forum Archivel . . . . ... ... ... ... ....
[11.5 Deletinga Forum|. . . . ... ... ... ......
[11.6 Deletinga Thread| . ... ... ...........
[11.7 Editinga Thread| . . . ... ... ... ... ....
[11.8 Object Links ina Forum| . . . . .. ... ... ...
[11.9 Subscribing| . . . . .. ... ... o 0oL
[11.10Unsubscribing| . . . . .. ... ... .. ... ...

WNJo4



136

11.1 Forum Overview

The forum overview summarizes all currently active discussion forums, as
shown in Figure Besides the forum’s topic, the number of replies, the num-
ber of unread replies, how many threads exist, and when the last comment was
made are also shown. Also see who moderates the discussion and when the fo-
rum was created.

Using the print icon, print all topics, shown in the list below. Clicking the print
icon opens a new window in your browser, showing all entries optimized for
your printer. Use the print function of your browser to output this list. For ex-
ample, Internet Explorer provides access to this function with ‘File’ O ‘Print’.
The SUSE LINUX Openexchange Server print function is needed for proper out-
put of the list. Change to the “archive’ tab to print a list of archived topics in the
same way.

Forum

Forum | Archive | Subscriptions |

Pagel/1 @1 \;[ @

Overview of forums 10 Entries ¥

Last article from
th

Topic 74 Articles / Unread | Threads Moderator Created the 24

14-10-2002 Martin

Hemzpage 2/z 2 18:32 Mustermann

14-10-2002

Praject Histarical Monuments 8/7 2 igrégrzooz Martin

14-10-2002
Mustermann

Groupwareserver Installation 0/0 o Martin 14-10-2002
Mustermann

AR AR AR

Martin

HTML Programming 0/ g Mustermann

14-10-z002

Figure 11.1: The Forum Overview

;
A
To create your own forum, click N

By clicking a specific forum, open the detailed view of it. This view lists every
single thread. If one thread contains more than one entry, extend the thread to
show all subthreads by clicking the plus icon (see Figure[TT.2Jon the next page).
To view a specific entry, click it.

11.2 Creating and Editing a Forum

To create a new forum, enter a forum topic first. For everyone to be able to ac-
cess the newly created forum, select ‘everybody’ (see Figure[11.3). To limit the

11.1. Forum Overview



Forum

Forum | Subscribe | Link |

Y T
Forum "Example Topic" 1 \; @
-~
3 Articles (e
Created by Created the: 3
example topic 1 (2/2) Martin Mustermann 16-10-2002 12:45
RE:example topic 1 Martin Mustermann 16-10-2002 12:49
RE:example topic 1 Martin Mustermann 18-10-2002 12:49
Cancel

Figure 11.2: All Entries in a Thread

Forum

Forum | Read access | Write access |
@ Everybody T Individually @
Topie:  [Homepage]

Cancel

Figure 11.3: Creating a New Forum

access to specific people or groups, choose ‘individually’ then set up read and
write access using the ‘Read and write access’ tabs.

After creating a forum, return to the overview of all forums. Usually, you would
now start the discussion with the first posting.

When editing an existing forum, you have the option to ‘archive’ it. If you set
this option to ‘yes’, the forum is moved to the archive and disappears from the
overview of the currently active forums.

11.3 Creating a New Article or Responding

{
To post a comment in a forum, use \\% to open the appropriate form.

Besides the topic and the actual message, select whether to be informed via e-
mail about every change in the forum. When you reply to an entry, your new
entry is created at the appropriate place in the threaded structure.
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Forum

Message |

Subject: |RE: New Homepage
The new Layout is great. =]
~Clear structure
-Easier content system

Message:

Notify me by eMail about answers: (7 yes @ ng

Figure 11.4: Creating a New Entry

11.4 Forum Archive

Usually forums are not deleted, but moved to the archive. This way, postings
are still available even after a long time. By clicking ‘Archive’, access the archive
overview. The archive is structured in the same way as a normal forum. You can
add new postings or scan through the old ones. The main purpose of the archive
is to keep old discussions out of the normal forum overview.

11.5 Deleting a Forum

To delete a forum with all threads, open the detailed view of the forum, click the
green trash can icon, confirm your command. The trash icon is only available if
you have proper write access to the forum.

11.6 Deleting a Thread

To delete a thread within a forum, open the detailed view of the thread, click the
green trash can icon, and confirm your command. The trash icon is only avail-
able if you have proper write access to the thread.

11.4. Forum Archive



11.7 Editing a Thread

To edit a thread within a forum, open the detailed view of the thread to edit.

Click the edit symbol. To edit a thread, you must have proper write access to the
thread.

11.8 Object Links in a Forum

To make a discussion easy to survey for every participant, it is sometimes useful
to include an object in a discussion. This way, it is easier to create a basis for the
discussion. To link an object to a forum, select the ‘Links’ tab. The same rules as
for other modules apply here. Refer to Section[2.5|on page 29}

11.9 Subscribing

Forum | Subscribe | Links |

| want 1o be informed by eMall shaut all new articies in this forum

handbook@netline-is.de

Figure 11.5: Subscribing to a Forum

To be aware of the newest entries in a discussion forum, subscribe to it. When-
ever you add a reply to a thread, select to be informed via e-mail about every
new posting in the forum or in your discussion thread. Subscribe to a forum in
which you are not involved by opening the forum and selecting the ‘Subscribe’
tab. Then confirm your address by clicking ‘Subscribe’.

11.10 Unsubscribing

To cancel a subscription, click ‘Subscribe’ while in the forum overview. This
opens an overview of all your subscriptions. By clicking the check box to the
left of the forum’s name, select all forum subscriptions to delete. When finished
selecting forums, unsubscribe from them by clicking “Unsubscribe’.

SUSE LINUX — Openexchange Server 4.1
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Forum

Forum | Archive | Subscriptions |

Al forum substiptions 4 (5]
Current subscriptions
Forum el aciress
| FerL Fandbook @neting-is de
| Hme andbook @netinis de

Figure 11.6: Subscription List
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Pin Board

i=q
Within the pin board module, you and your colleagues may place information
as you would on a real bulletin board. There is no difference between a short

message to all colleagues or a personal note. Entries on the pin board may also
be displayed on the portal page.

(12.1 Pin Board Overview| . . . ... ... ... ... .... 142
[12.2 Creating and Editing Entries| . . ... ... ... ... 142
A 144
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Figure 12.1: Showing Important Entries on the Portal Page

12.1 Pin Board Overview

The pin board shows the usual overview of all active pin board entries. Along
with the topic of the messages, it also shows the creator and the time span the
message should be active.

Every single entry can be opened in a detailed view by clicking [ to the left of
the entry’s title. To create a new entry, click the new entry icon. Older entries are
stored in the archive and are still viewable.

12.2 Creating and Editing Entries

To create a new entry, first write a description. For the new entry to be acces-
sible by everyone, set that by selecting ‘everybody’. Make it only available to
yourself by selecting ‘private’. For only some selected people or groups to have

142 _  12.1. Pin Board Overview



Pin board | Archive |

;
Page 1 /1 @1 @ = @
Subject o Author Startdate VO End date 0

> | Dev @Wehday SAM 0S/27103 10530003

Figure 12.2: All Entries at a Glance

Entry | Read access | Write access |

& Everybody ¢ Private ¢ Individually

Subject: |Suppurted Browsers

- Mozilla 1.0 (oder haher)
- Metscape 6.2 (or higher)
) - Opera 6.0 (or higher)
Centent: - Internet Explorer 5.0 (or higher)

PavaScript must be activated

Display on portal page? Cyes ®ng
Start date: 18-10-2002 [
End date: 18-10-2002 [1]

| -

Figure 12.3: Creating a New Entry

access to the note, select ‘individually” and configure the rights in detail using

the ‘Read and write access’ tabs.

While creating an entry, decide with ‘Display on portal page” whether the entry
is shown on the portal page. Furthermore, by using ‘Start’ and ‘End date’, de-
cide how long the entry stays on the pin board before it is stored in the archive.
After creating an entry, you will be redirected to the overview of all messages.

@

Pinboard entry

Cancel

You also can change pin board messages to which you have write access. To
change an entry, just click the ‘Edit” icon at the upper right border. Changes

to an entry are documented in a history. The history may be accessed with the

‘History’ tab when viewing single entries.
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12.3 Printing

Click the print icon ( & ) to print a list of all pin board entries mentioned in the
pin board overview. A print optmized form including all pin board entries in a
tabular view are displayed in a new window. Use the print function of your web
browser to print this. If you use Internet Explorer, print with ‘File’ ] ‘Print’.

12.4 Deleting Entries

Y
To delete an entry, open the detailed view of the specific entry. Click l j in the
upper right corner to delete the entry. Then confirm the security check question
and the entry will be deleted.

12.3. Printing



E-Mail

[l

The e-mail icon in the main toolbar opens the e-mail management system of the
web interface. Use it to read your e-mail, write new e-mail, or simply manage all
your e-mails. The complete functionality of the WebMail module eliminates the
need for an external e-mail client.

[13.1 Logging in and Loggingoutf . . . . . .. ... ... .. 146
[13.2 Navigating the Module| . . . .. ... ... ...... 146
[[3.3 E-Mail Notification| . . . . . ... ............ 153
[13.4 Reading and Processing E-Mail Messages| . . . . . . . 154
[13.5 Writing New E-Mail Messages| . . . .. ... ... .. 159
[13.6 Writing SMS and Fax Messages| . . . . . ... ... .. 163
[13.7 Moving E-Mail Messages| . . . ... ... ....... 164
[13.8 Deleting E-Mail Messages| . . . . .. ... ....... 164

[13.9 Personal Settings| . . . . ... ... ... .. ...... 164
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13.1 Logging in and Logging out

You do not need an additional e-mail program outside Webbomail as it is an inte-
gral part of the web interface of the SUSE LINUX Openexchange Server. It can
handle logging into and out of the mail server. To leave the Welbmail module,
click ‘Logout’” in the menu on the left side of the page. A short system note in-
forms that you successfully logged out of the system. After approximately three
seconds, the browser window that previously contained the Webbmail interface
closes itself. If you do not perform any actions inside the Wetbmail client, you
will be logged off automatically after a certain amount of time.

= 3 vecssi

NKE

&) Fertig || [ mernat

Figure 13.1: Closing the Webmail Client

13.2 Navigating the Module

The Webmail window is divided into three frames, each with a different func-
tionality. Refer to Figure on the facing page.

13.1. Logging in and Logging out
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Figure 13.2: Overview of the WebMail Client

13.2.1 The Menu Bar

" New Message
~+. Retrieve
-5 Options

-4} Configuration
@ Help

- ¥ Close

Figure 13.3: Menu Bar of the Webmail Client

The left frame of the Webmail client is divided into two sections. The upper part
contains a menu with which to access the different functions in the Webmail
interface (refer to Figure[13.3). Directly access the following areas:

A" New Message Using the links, access the dialog to create a new e-mail.
The dialog is opened automatically in a new window. Additional informa-
tion about writing an e-mail can be found in Section on page
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~# Receive Follow this link to open a folder with all incoming e-mails. This
is the default window shown every time you open Webmail.

el

5 Options Use this link to open the configuration menu in which to spec-
ify your personal settings for Welbmail. The configuration menu is opened
in a new window. Additional information about changing your personal

settings can be found in Section on page

A Configuration Follow this link to access the more general configuration
of the entire intranet portal.

X Logout Use this link to log out from the Webmail client, but not from the
entire application. Additional information can be found in Section on

page[I4§]

13.2.2 WebMail Directory Overview

Mail-Folder:

EF muster@netline.de

B+ INBOX (212)
L2 Private Mails (0/0)
=1 drafts (050}
s sent-mail (5/0)
b2 spam (o
LT trash (1 7i0)

Figure 13.4: Overview of E-Mail Folders

The left frame in Welbmail is divided into two parts. The lower one contains a
hierarchically structured overview of the e-mail directory, shown in Figure[13.4).
The SUSE LINUX Openexchange Server webmail client provides several pre-
defined folders, which you can access at once, using this frame. The frame itself
contains the following information and folders:

Account name The first entry in this frame is the account name currently
used. It matches the e-mail address used to reach you in the SUSE LINUX
Openexchange Server. For example, the user name in the figure above
would be muster@netline.de . All other directory entries can be found
below your account name.

13.2. Navigating the Module
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“" INBOX The folder INBOXis the actual mail box of your account. It con-
tains all your incoming e-mail messages. Next to the folder’s name, see
two numbers, for example, (14/0) . The first number is the number of
e-mails currently available in the folder. The second number is the num-
ber of unread or unopened mails. In this case, no new messages are avail-
able in the INBOX. Click the folder’s name to view its contents in the right
frame of the window. Refer to Chapter[[3.2.3]on the following page.

]
~" drafts The folder drafts contains your templates for creating e-mail

messages. All e-mail messages may be moved there to serve as templates.
Next to the folder’s name, see two numbers, such as (10/0) . The first
number is the number of e-mails currently available in the folder. The sec-
ond number is the number of unread or unopened mails. In this case, no
unopened messages are available in the drafts folder. Click the folder’s
name to view its contents in the right frame of the window. Refer to Chap-
ter on the next page.

" sent-mail The folder sent-mail  contains all e-mail messages sent us-
ing this account. Next to the folder’s name, see two numbers, for example,
(14/0) . The first number is the number of e-mails currently available in
the folder, in this case, fourteen. Click the folder’s name to view its con-
tents in the right frame of the window. Refer to Chapter[13.2.3on the fol-
lowing page.

.-":I spam The folder spam contains all e-mail messages received with this

account that have been identified as “spam” by the mail filter. SPAM mails

are automatically moved into this folder. Next to the folder’s name, see
two numbers, for example, (14/0) . The first number is the number of
e-mails currently available in the folder, in this case, fourteen. Click the
folder’s name to view its contents in the right frame of the window. Refer

to Chapter|13.2.3|on the next page.
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r Note
Identifying SPAM

Which messages are marked as “spam” depends on your configu-
ration. Specify yourself which indicators must be present to declare
a message spam. Also specify what to do with spam mail, usually
moving it into this folder.

Note ]

J trash The trash folder is the recycling bin of the Webbmail client. All e-
mail messages are placed here if you delete them. If you remove a mes-
sage from the trash can, it is deleted permanently. Click the folder’s name
to view its contents in the right frame of the window. Next to the folder’s
name, see two numbers, for example, (14/0) . The first number is the
number of e-mails currently available in the folder, in this case, fourteen.
Click the folder’s name to view its contents in the right frame of the win-

dow. Refer to Chapter(13.2.3

"'j Additional Folders It is possible that additional folders are also dis-
played in this list. These are folders you created yourself, for example,
to store your private mails. Create folders in the personal settings menu of
your SUSE LINUX Openexchange Server.

13.2.3 Mail Directory Overview

Ty !
From a9 Subject 1.7 Datenw Size v
8r ject (Jan 2003) 0ct17,20027:22PM 0,89
I Martin Mustermann Re: SuSE Linux Open Exchange Server 4 Oct17,20027:21PM 0,91
@ [ Martin Mustermann SUSE Linux Open Exchange-Server Oct 17,2002 7:18PM 0,97
@ r i ification: A job has been changed Oct 17,2002 406 PM 1,12
o Mave [meox =] Delete

Figure 13.5: Overview of Current Mail Folder

Inside this frame, view a list of all e-mail messages stored in the selected e-mail
folder. See Figure[3.5] For directions for switching to other folders, refer to Sec-
tion [13.2.2]on page[148] More information regaring how to open other folders is

13.2. Navigating the Module



available in Section [13.2.2)on page[I48} When opening Webmail, this window
usually lists all incoming mails. The grayed title bar shows which folder actually
is opened.

Searching for Mails

In the title bar, also find a form to use to search for e-mails in the current folder.
Select the search criterion from the list. Enter the search term in the middle text
field. The following criteria are available:

From If you specified this search field, Webbmail looks for all messages in this
folder sent by the person entered in the text field. You may also enter the
sender’s e-mail address.

To If you specified this search field, Webmail looks for all messages in this
folder sent to the person entered in the text field. You may also enter the
receiving e-mail address.

CC CCmeans “Carbon Copy”. It is used for sending a copy of an e-mail to
additional addresses. If you specified this search field, Welomail looks for
all messages in this folder for which a carbon copy was sent to the person
entered in the text field. You may also enter the receiving e-mail address.

Subject If you chose this criterion, Webmail searches for all e-mail in the cur-
rent folder whose subject lines match your search term. Simply enter the
content of the subject line in the text field.

Mail text With this, Webmail looks for all mails in the current folder that con-
tain the entered search term in their message body. Simply enter the text
to locate in the text field.

E-Mail Overview

The tabular overview of all e-mails in the folder is structured in rows. All in-
formation regarding a particular e-mail can be found in the same line. The first
column indicates whether you have already read an e-mail or answered notifi-
cations to confirm new appointments or jobs. Additionally check if the message
has an attachment:

£ Mail is unread. Also displayed in bold.
El Mail has been opened.

E Mail has been answered.

SUSE LINUX — Openexchange Server 4.1
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E-u Mail has an attachment.

The address of an e-mail’s sender can be found in the second column. If you are
looking at the sent-mail  folder, the recipient address is listed in this column
instead.

The third column of the table contains the e-mail’s subject. This is normally a
brief description of the topic of the message. The last two columns display the
date on which the message arrived and its size including all attachments.

The listed messages can be sorted according to the different columns. Click the
57 and & symbols in the title row of the table to sort the messages. % sorts from
‘A’ to'Z" .% sorts the column from ‘Z' to ‘A’ .

To open an e-mail to read or use it, click the sender or subject entry. The lower
frame of the Webmail interface then displays the message.

If you receive an e-mail notification regarding new appointments or jobs, con-
firm or decline them by using your webmail client. Your inserted answer will be
forwarded to the SUSE LINUX Openexchange Server database automatically. If
you recive such a notification, a new pop-up window opens in which to accept
or decline the new job or appointment. To decline a job or appointment, mark
‘Decline’. To accept, mark ‘Accept’. Use the text field below to add a short note.
Send your response by clicking ‘OK’. If you do not want to answer the incoming
notification, click ‘Cancel’.

Note

If you open the notification mail for a second time, the pop-up dialog
does not reopen. To accept or decline a job or appointment, use the
groupware modules jobs and appointments manually.

Note ]

If sender has enabled ‘Disposition-Notification” in a mail, a pop-up window is
opened at once. Use the dialog shown to send an e-mail confirming that you
have received the message. To send this notification, click ‘OK’. If you do not
want to confirm reception of this mail, click ‘Cancel’. To disbale this kind of no-
tification pop-up window, change your personal settings. Notifications already

answered are marked with a small icon in your INBOX folder (E').

Delete messages from the list or move them to other folders. To delete a mes-
sage, activate the check box in front of a mail in the e-mail overview then click
‘Delete’. For information, refer to Section on page

13.2. Navigating the Module
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Reply Reply all Forward Delete Print Options

From: Martin Mustermann <musten@netline.de> Date:  Oct 17,20027:18 PM
To: muster@netline.de

cc: muster@natline.de

Organisation:  Netline Intemet Service GmbH

Subject: SUSE Linux Open Exchange-Server

Mate:

A new, fixed version of the SUSE Linux Openexchangeserver is available.
You can find it in the document section under "Groupware”

Figure 13.6: A Mail’s Detailed View

13.2.4 Message View

When opening the Webmail client, see some status information about your con-
nection and browser in the details page. Additionally, see your name, your com-
pany’s name, your e-mail address, and your IP address. This information does
not have a special significance.

If you opened an e-mail, this frame shows the message’s content and you can
read or process it. See Figure For example, write an answer to the mail,
print it, or forward it to someone else. Additional information can be found in
Section [13.4on the following page.

13.3 E-Mail Notification

Received e-mail messages are automatically transferred to your INBOX folder.
The SUSE LINUX Openexchange Server web interface offers several methods
for notifying you of new e-mail. One way is to use a pop-up window opened
each time a new e-mail message is received. Another way is a blinking e-mail
icon in the navigation bar. Also available is sound notification — playing a
sound every time you receive a new e-mail. These notifications can be used to-
gether or alone. To configure your notification method, modify your profile.
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Figure 13.7: Modifying New Mail Notification in Your Profile

13.4 Reading and Processing E-Mail Mes-
sages

If you selected an e-mail from the folder overview, see its details in the lower
right frame of the interface. Click the buttons along the upper border of the
frame to activate a function. Information about the sender and receiver of the
mail and its date is highlighted in yellow. The text is written in black on a white
background. Below the e-mail’s text, see a list of all attachments. Attachments
are marked with an attachment icon [@l.

If the file format of the attachment is known to your browser, dirctly show the
attachment in the e-mail’s detailed view. To include an attachment in the de-
tailed view, click ©.

To disable this detailed attachment view again, click .

13.4.1 Opening and Saving Attachments

To save an attachment on your hard disk, click [;.] In the emerging dialog, se-
lect ‘save’ and specify where to save the file. To view an attachment directly,
click the document’s name. The document is displayed in a new browser win-
dow, if possible. Otherwise, download it.

13.4.2 Jobs and Appointment Notification
If you receive e-mails regarding new appointments and jobs mentioning you as

a participant automatically generated by SUSE LINUX Openexchange Server,
accept or decline this directly out of your webmail client. Your response is taken

13.4. Reading and Processing E-Mail Messages



into the groupware database. If you receive an SUSE LINUX Openexchange Ser-
ver—generated appointment or job query, a new pop-up window opens when
you click this mail for the first time. To accept a new appointment or job, click
‘Accept’. To decline a query, select ‘Decline’. Using the text field, add a short
note regarding the reason for your response to a query. To send your response,
click “OK’. If you do not want to answer the query, click ‘Cancel’.

IOIN-4

When opening a job or appointment notification e-mail for the second time, the
pop-up window does not reopen. To accept or decline such a message, go to the
appointment or job module to answer the query manually.

13.4.3 Confirmation

If the author of an e-mail had activated the confimation option, the webmail
client asks you to confirm that you have received the incoming message. To
confirm, press ‘Ok’. Click ‘Cancel’ if you do not want to confirm an incoming
message. To disable pop-up windows for e-mail confirmation, go to your e-mail
configuration setup and deactivate this setting.

13.4.4 Saving Contacts

You can add e-mail addresses from an e-mail directly to your address book. To
do so, click the little green icon to the right of the e-mail address. The e-mail
address is then stored as a new contact. In the contact edit form, add additional
information for this contact.

13.4.5 Functions

If you received an e-mail and opened it in the details view, you have several
possible functions. These possibilities are displayed in the toolbar along the up-
per border of the display frame. The following are available:

A,
~ Answer To reply to the currently displayed e-mail, click this icon. A new

window containing the form for writing a new message opens. It is de-
scribed in Section[I3.5)on page[I59} The content of the e-mail to answer

is “quoted” and copied to the message body of the e-mail. Additionally,
the sender of the original message is automatically entered as the receiver
of your response. The subject is copied as well with Re: (meaning Reply)
before it. This allows for easier referencing.
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—
= Answer all This sends a response to everyone who received the origi-
nal message. The form as described in Section on page opens. The
fields ‘Subject’, “To’, and ‘Content’ are handled as with “Answer’. How-

ever, every user that received a copy of the original mail is added to the
recipient list.

b
<%= Forward In practice, you will sometimes receive an e-mail that was
not intended for you or one that is also interesting to your colleagues.
The function ‘forward’ is used in these situations. If you click it, the cre-
ation form for a new e-mail opens. The ‘Subject’ contains the subject of the
original message with Fwd: before it. Enter the new recipient in ‘to’. The
message’s content and attachments have been included automatically.

|

="M Delete In the detailed view, you can also delete an e-mail. Simply click
‘Delete’. The deleted mail is not removed completely from the system. It is
moved to the trash folder.

Caution

Deleting

You will not be asked whether to move the message. It is moved to
the trash directly.

Caution ]

If you later delete the mail from the Trash , it is removed from the system.

e,

b Print In the message’s detailed view, click “print’ to reach your printer
menu (refer to Figure[13.8/on the next page). Specify all settings as usual
before printing the message. Confirm your settings and start printing by
clicking “print’.

"

= Options If you click the options icon in an e-mail’s details page, a dia-
log opens in which to change the status of the e-mail, export it, or view its
source code. The following options are available:

E-Mail Status In this menu, change the status of the e-mail. Select the
desired state from the list. An e-mail can be read or unread.

13.4. Reading and Processing E-Mail Messages
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Figure 13.8: Printer Settings Dialog

E+-Optionen Status setzen
-Status setzen
L Exportioren Nachfalgend haben Sie dle miglichier den Sfafus der Nachrichtzu verandem:

Wil Header
LR Seteta Status auf .. Gelesen =

Figure 13.9: Changing an E-Mail’s Status

Export With this option, export an e-mail’s content. Select the option and
clickmessage.eml | The e-mail can then be placed in the desired
directory.

Mail Header and Source Code With this option, view the header data of
the e-mail message. The address of the sender and recipient can be
considered the most important information. In the header informa-

tion of an e-mail, other information that may also be of interest can
be found.

Mail Header Find the following information in the header view:

Return-Path: This field contains an entry from the mail host that
delivered this mail. This information is included to ensure a re-
turn path to the sender of the e-mail. It is usually identical to the
value in ‘From’.

SUSE LINUX — Openexchange Server 4.1 157



message.eml

158

T
+-Btatus cetzan
+ Exportieren Jm die Machricht zu speichem klicken Sie bitte auf den Link:

& Mall-Header
~Schlieken

massaga am

Figure 13.10: Exporting a Message as a Text File
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-1 Mall-Header M-Shewe: tmuwrsieve 2.0

- Queliiext Received:  from mail Jocalhost [127.0.0.1]) by mail slots.de (Postfo on SUSE Lin Open
- SehlieBen Team Servar 4.0) with ESMT id 153031 AAQ4E for =dolu@slots. dex, Wed, 18

Sep Z00Z 12:03.03 ~0200 (CEET)
Message-:  <176132431,103239374 2967 JEvamall rooti@malls

From: bishoph@slots.de

To: doku@siols de

Subject: Sie haben einen neuen Termin

Mime- 10

Wersion:

Content-Type: extiplain; charset=lS0-BESE-15

‘Content-

Transfer- quoted-printakle

Encoding:

H-Mailer: comF re-tail-Eystem - 120020803 (hp:ivaww. comire. de)
Datex ‘Wied, 168 Sep 2002 12.08:03 +0200 (CEST)

Figure 13.11: Viewing a Mail Header

X-Sieve:
Received: With these, see the path the mail took to reach you. Usu-

ally a mail is not sent directly from the sender to the receiver. It

is relayed along a number of hosts. The entry has the following

structure:

Received from Mail: Name of the sending host

By: Name of the receiving host

With: Name of the protocol used

ID: An identification number assigned by the receiving host

For: E-mail address of the intended recipient of this message

Date: Date and time on which the e-mail was received by the
host

If more than one host is used to relay the message, every host

will add its own line.

Message-ID: This entry shows a unique ID assigned by the sending

host.

From: This entry contains the e-mail address of the sender.
To: This field contains the primary recipient’s address.
Reply-To: This field contains an e-mail address of the sender to be

used for responses.

13.4. Reading and Processing E-Mail Messages



CC: This entry contains the e-mail addresses that should receive a
copy of this mail.

Subject: The message’s subject.

IOIN-4

Mime-Version: This entry contains the MIME version used by the
sender. MIME stands for Multipurpose Internet Mail Extension
and is a widely used e-mail standard. Depending on the used
MIME version, additional mail formats may be used. This is the
only way to include data that is not text in an e-mail. Modern
MIME versions allow simultaneous use of graphics, audio, and
text in a single message.

Content-Type: According to the MIME standard, the different con-
tent formats of an e-mail are divided into categories. It usually
differentiates between text, graphical, and audio elements. The
categories of data this mail contains is specified here.

Content-Transfer-Encoding: This entry details the MIME encoding
method used to transmit the nontextual data of this e-mail.

X-Mailer: This entry shows the name of the mail client that created
this e-mail. This entry is optional and not all mail clients specify
it.

X-Priority: This entry details the priority of this message. Some
mail clients, like Webbmail, allow e-mails to be marked with dif-
ferent priorities. Mail clients that support this function usually
highlight messages of a higher priority.

X-Confirm-Reading-To: Some e-mail clients, like Webmail, allow
a confirmation. Once the e-mail is opened by the mail box’s
owner, a message is sent to the sender. Whether this option is
activated can be found in this header.

Date: This entry contains the date and time on which the message
was sent. As e-mails are a global means to communicate, time
zone information is added as well.

All information that can be found in the mail headers is available in
the source code as well. Additionally, see the message’s content. See

Figure(13.12|on the following page.

13.5 Writing New E-Mail Messages

Click ‘New message’ in the left frame of the Webbmail client. A window contain-
ing a form for writing a new message opens. It resembles that in Figure[13.13|on

page[16]]
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Mail Source Code Figure 13.12: E-Mail Source Code

13.5.1 Recipients

To

Enter the e-mail address of the receiver here. All recipients of this message can
be seen by any other with the exception of those entered in ‘BCC’. Those will
not be known to any of the other recipients.

cC

CC means carbon copy. To send a copy of this message to other addresses, enter
them here. Separate addresses with commas.

BCC

BCC stands for Blind Carbon Copy. Enter additional addresses that should re-
ceive a copy of this e-mail here. To enter more than one address, separate them
with commas. Recipients listed in the BCC field are hidden from other recipients
of this mail.

Selecting from the Address Book

To select an address from the address book when writing a new mail, click one
of the address buttons. The address book opens and you can select mail ad-
dresses of contacts to whom you have read access. The form for choosing an
address appears in the lower part of the mail form and can be used for selecting
To, CC, and BCC entries.

Use the magic bar near the upper border of the window to search the address
directory for a contact. Wild cards may be used when entering a seach term. In
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New message [ Sendt | [swemant | [ coneal ] &

[Martin musternann <Martin Musternannenstline Sender: | handhook@netine-is.de v
I Priotty: [ 3 (Nomal___w

BCC [ [~ append vCard
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SUBJECT: [tew documentation [™ Disposition-hotification

Hi Nartin

In the attahment you can find the new SLOX documentation POF

Vith hest regards

Michael|

ppend signature | Choose a signature .. . Append mailing list [ Choose a mailing list ..

| Send | [ swvemsaait | | Cancel ]

Import attachment:

File: | Durchsuchen =

No attachment(s)!

Figure 13.13: The Editor Window

the field to the right, select the field to search (internal users or contacts). After
selecting an area and entering a search term, start the search by pressing (D).

View an alphabetically sorted list of contacts below the alphabet menu bar. Use
it to look up contacts alphabetically.

Select the contact to which to send an e-mail from the list. Then select whether
the address should be added to 'TO’, 'CC’, or '‘BCC’ and click “insert’. To discard
your choice, click ‘reset’. Close the pop-up window of the browser. The chosen

contacts’ e-mail addresses have been added to the respective fields in the mail
form.

13.5.2 Subject

Enter a short text describing the topic of this e-mail into the subject line. For

clarity, the subject should be short but meaningful so the recipient can easily
interpret it.

13.5.3 Content

Enter the text of your message into this field. Usually the content of an e-mail
is structured in the same way as a memo or letter. Within a team, a shorter style
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is usually used. When addressing external business partners, heeding certain
conventions is advisable.

13.5.4 Font Encoding

The webmail client allows you to write e-mails using foreign or special font
types. Using this option, choose the font enconding to use for this e-mail. UTF8
is the best value for writing e-mails using foreign font types.

13.5.5 Sender Domain

Select the desired sender domain from this field. Usually, the default value is
correct.

13.5.6 Priority

Specify the priority of this e-mail here. Select one of five priorities ranging from
Highest to Lowest . The default is normal . Some mail clients, like Webmail,
highlight mails of a higher priority. However, not all mail clients support this
function and even fewer users pay attention to the priority of a mail.

13.5.7 Append vCard

Activate this check box to attach your electronic business card. This makes it
easier for recipients to add your contact information to their address books.

13.5.8 Confirmation

If you activate the option and the receiving mail client supports this function, a
confirmation is sent to you after the mail is opened in the recipient’s client. The
recipient can also decide whether to send the confirmation.

13.5.9 Adding a Signature

A signature is a kind of footer added to the end of the e-mail. Signatures usually
contain information you want to add to every message. This may include your
name, the company’s name, and telephone number. The Webomail client allows
a number of signatures for different uses. In the e-mail creation window, only
signatures already present in the system are available. Select a signature from
the list. Learn how to create your own signatures in Section[13.9.3/on page

13.5. Writing New E-Mail Messages



13.5.10 Inserting a Mailing List

You may create mailing lists in the Webbmail client. These are address lists used
to group e-mail addresses. To find out how to create mailing lists, refer to Sec-
tion[13.9.4 on page[167] Existing mailing lists can be selected from the list. Your
e-mail message is then sent to each address in the list.

13.5.11 Importing an Attachment

Files can be added to your e-mail. Click ‘Browse’ to search your hard disk for
the file to attach to the message. Upload the file by clicking ‘Insert’. Repeat this
process to add additional files.

If you are attaching a large file to the e-mail, it is advisable to compress it. If a
message is too large, it might be rejected by the mail server, for example, if the
recipient’s mail box exceeds a quota or if a mail filter on the server refuses mes-
sages above a certain size. Grouping several small files to one archive is also
advisable as it saves work when downloading the attachment.

13.5.12 Sending the E-Mail

When satisfied with the settings and text, send the mail by clicking ‘Send’. To
discard this e-mail, click “‘Abort’.

13.6 Writing SMS and Fax Messages

If the ferrari fax module is installed on your SUSE LINUX Openexchange Ser-
ver, write and send faxes and SMS messages with your webmail client. Using
this unfied messaging service is as easy as writing simple e-mails. The only dif-
ference is the receiver to add. To add an SMS or fax receiver, press “TO” button.
Instead of an e-mail address, select a fax or mobile phone number. The number
is then inserted in the receiver field of your message. Depending on the type of
address chosen, SUSE LINUX Openexchange Server handles the message in the
proper manner. SMS and faxes are sent in the right format to the right address.
If you want to add an mobile phone or fax number manually, use the following
syntax number@fax.yourdomain.com or number@sms.yourdomain.com

In both cases, number is the number of the mobile phone or fax to which to send
your message. yourdomain.com is the domain name of your company.
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New message [ Send | [ swemannt | | Cancel ] @

[136121318236Fx. netline de Sender.
| eray

BCC: [ [~ append vCard
SUBJECT: [Request

I~ Disposiion-Notfication

Request
Please deliver the following articles on 13.8.2003

1000 Sheets Ad
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With hest regards

Michasl

Append signature | Choose a signature .. v Append malling list | Choose a mailing list .. »
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File: | Durchsuchen et

No attachment(s)!

Figure 13.14: Sending Faxes and SMSs from WebMail

13.7 Moving E-Mail Messages

To move an e-mail from one mail folder to another, open the webmail overview
of the folder containing the message to move. Activate the check boxes in front

of all mails to move. Then click ‘Move’ and select the target folder to which to
move these messages.

13.8 Deleting E-Mail Messages

To delete an e-mail message from a folder, open the folder’s view. Next, mark
the check box of all messages to delete. Then click ‘Delete’. All selected mes-

sages are then moved to the Trash . To remove them permanently, delete them
from the trash folder as well.

13.9 Personal Settings

To adapt the mail module to your needs, click ‘Options” in Webbmail’s menu bar.

In the window that opens, configure the mail editor, enter a signature, or create
a mailing list.
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7J SuSk Linux Openexchange Server 4 - WebMail - Microsoft Internet Explorer =|al x|
| Dotei Bearbeken Anscht Favorien Exras 2 | &
& Options:
i-Preferences WebMail - Options @ [
i-Falder z
L-Gignature
& wating nets Inthe setup you can change your persanal setings Q
=e Choose the option you wish t change from the left section. —

Figure 13.15: Creating Custom Mailing Lists

13.9.1 Changing the Defaults

Change the general settings of Webmail in the first menu (see Figure [13.15).

Layout Select a font type, size, and color to use. When content with the chosen
layout, click “Apply’.

Page Size For people that receive large amounts of e-mails, it can be useful to
have the list of e-mails broken down into several pages. Select whether all
mails should be listed on a page or the number of e-mails displayed on
the same page should be limited.

Delete E-Mail Instantly When deleting an e-mail, it is usually moved to the
trash folder from which it can still be opened and moved. For mails to be
deleted instantly instead, select “Yes’.

Standard E-Mail Address Each user can be provided with multiple e-mail
accounts by the system administrator. Using this option, select which of
these accounts should be used as the default for sending messages.

Reply-To A response to an e-mail is normally addressed to the sender address.
For answers to e-mails you send to be sent to a different address, enter it
in this field.
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Quoting If you choose ‘yes’ here, the original mail’s text is “quoted” and in-
cluded in replies. This is useful to let the receiver know to which e-mail
you are responding.

Save When Sending To keep a copy of all e-mails that you send, select ‘yes’. A
copy of every mail sent is then placed in INBOX.sent-mail

Inline HTML It is possible to send messages in standard text format as well as
mails in HTML syntax. Such HTML mails can only be viewed in a proper
way if you activate this option. To do so, click ‘yes’.

Attach vCard Use this option to attach your vCard automatically to every out-
going mail.

E-Mail Header

Use this option to add additional header fields to the detailed view of an e-mail.
Enter the title of the additonal header to in the text field. If multiple additional
header files should be shown, separate the entries with semicolons.

Confirmation

To be informed of e-mails with a confirmation query, activate this option. Each
time you open an e-mail with a confirmation query, a new pop-up window
opens with which to send the confirmation message.

When content with your personal settings, click “Apply’.
13.9.2 Selecting the Standard Directories

= Einstellungen Standar . Ver reichnis. Platde

i-vorainstellungen
:‘ Ordner Hier konnen Sie ihre Slandard-Varzeichnissa einstelien. Die untenstehenden Were sind Plada, in

i welchen E-Mails gespeichar werdan.

IgVerbeiler Ordner fiir gesendate Nachaichtan: INBOX sent-mail =
s-Brhliessen
Oreiner fUr gekischte Nachrichten: NBOXFash =

Figure 13.16: Adapting the Mailer’s Behavior

Click the ‘folder” entry in the personal settings menu to specify the directo-
ries in which to place all deleted and sent mail. By default, they are placed in
INBOX.trash and INBOX.sent-mail  respectively. To confirm the changes,
click “Apply’.
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13.9.3 Managing Signatures

i-voreinstellungen
i-Ordner Wahlen Sie eine Signatur die Standardmakig eingefigt warden soll

-Signaturen “WEINE SIGNATUR EINFUGEN. =
@ Vertailer
" sehiecsen
Beschreibung: Private GriBe
S0 casl, sa unat =]
sya Darkugn Dack
Text:
| -]
[ Bmogen | [ Angen ] [ Lesehen |
H200

Figure 13.17: Managing Signatures

To create a new signature, first enter a meaningful description in “Description’.
This is name under which the signature is listed. Enter the text for the signature
in “Text’. Usually, closing greetings and contact information are added to the
signature. When satisfied, click ‘Insert’” to save the signature.

To edit a signature, select it. The signature’s description and text then appear in
their respective fields. Change them as desired and save the changes by clicking
‘Change’.

To delete a signature, choose the desired signature from the list. Again the de-

scription and text appear in their respective fields. To delete the signature, click
‘Delete’.

To select the signature to append to your mails by default, select it from the list
then click “Apply’ to make it the default signature. If you do not want to insert a
signature by default, choose ‘-INSERT NO SIGNATURE-".

13.9.4 Managing Mailing Lists

Often e-mails should be sent to groups of receivers. For this purpose, group
common combinations of addresses in mailing lists. Do so with the ‘Mailing
lists” entry. When writing a new mail, choose one of these lists to have Webmail
fill in all corresponding fields with the appropriate settings.

Click ‘mailing lists’ to see an overview of all existing mailing lists. The menu
contains options to ‘Create” a new mailing list and to ‘Edit” existing lists. When

creating and modifying mailing lists, a form opens in which to specify all details

of a mailing list.

SUSE LINUX — Openexchange Server 4.1

IOIN-4

167



168

& Einstelluingen
i-vorainstaiiungan
+Ordner
- ignaturen
EVertelier
- Anlegen
- Beniessen

=-Einstallungen

Bisher wurden keine Verteder angelegt!

Figure 13.18: Creating Mailing Lists
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Ta cc BCC
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Ansprechparther Frma an cc BOC
Kaine: Eintrige gefunden!

Figure 13.19: Adding Address Book Addresses to a Mailing List

In the details form, first enter a name for the mailing list. Below the field for the
name, see the three choices for entering a receiver address — “To’ for the pri-
mary recipients, ‘CC’ for those who should receive a copy, and "‘BCC’ for send-
ing blind copies. An explanation of these fields can be found in Section[13.5 on
page[159 Enter the recipients’ addresses in the fields either by entering them di-
rectly in the text fields or by selecting them from the address book. Next, click
the receiver field’s name to add the address to the list.

To add an e-mail address from the address book, simply choose a letter and all
entries beginning with that letter are listed. After selecting all e-mail addresses
for this mailing list, click ‘Apply’.

13.9. Personal Settings



ISlox Folder Management

The ISlox folder management can be used as a company-wide folder manage-
ment in which to add special calendars, address books, and schedule lists with
jobs of current interest. A directory helps manage all stored objects. Appoint-
ments, contacts, and jobs stored in an ISlox folder are included in your global
contact, calendar, and job view as well.
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14.1 ISlox Folder Overview

This page contains the folder view of the ISlox management. Click the plus sign
to the left of a folder name to open another branch displaying the contents of the
folder. If no plus sign is displayed, the folder is empty or contains only folders
or objects to which you do not have access.

To view an object, click the symbol to the left of the object’s name. To view the
details of an object entry, click the object’s name. To move an object or folder,
click the move icon.

Documents

1SIox folder |

Public folder P2 G me
B4~ Root
D ¢~ Handaiicher

04 ¢~ Linusuorld

-3 ¢ Froiekt Berta

=3 ¢ Frojekt Dora

-8y - contacts

¥ private

[open all falders | [ clase all falders

Figure 14.1: Directory Containing ISlox Folders and Objects

14.2 Creating a New ISlox Folder

To create a new folder, select the folder in which to create the new subfolder and

click . 1f you did not choose a parent folder, the new folder will be created in
the root folder.

Use the check boxes to define the kind of ISlox folder to create. There are four
kinds of folders from which to choose.

» Calendar
= Jobs
= Contacts

= Unbound folders

14.1. ISlox Folder Overview



Select the desired option. You can only create objects of the specified type in this
folder. Use ‘folder name’ to give the folder to create a title. Use the tabs to set
read and write permissions for objects and the folder itself. The contents of ISlox
folders are displayed in the web client appointment, jobs, and contacts modules
as well.

Note

Unbound folders cannot be opened using the web interface. This type of

folder is only needed for some stand-alone groupware clients, like MS
Outlook.

Note ]

14.3 Editing Folders

To edit a folder, first select it by clicking the radio button to the left of the

folder’s name. Then click **. An edit dialog in which to change the folder per-
missions and folder title opens. You cannot change the folder type once it is cre-
ated. To apply your changes, click ‘Apply’. If you do not want to save the modi-
fications, click “Cancel’. You cannot edit folders to which you do not have write
access. If you try to open such a folder, SUSE LINUX Openexchange Server gen-
erates an error message then returns the ISlox overview after several seconds.

14.4 Deleting ISlox Folders and Objects

To delete a folder and all its subfolders and objects, select then click 'ﬁ You can
only delete a folder if you have write access to it and all subfolders and objects it
contains. The root folder cannot be deleted.

r Caution
Consequences

Deleting the folder additionally deletes all subfolders and objects it con-
tains. All jobs, appointments, and contacts stored in this folder vanish.
You can only delete document folders if you have write permissions for
the folder and all subfolders and objects stored in it. If you do not have
proper permissions for the folder and all contents, SUSE LINUX Openex-
change Server provides an error message and redirects to the overview
page of your ISlox folder management (see Figure[14.2).

Caution _
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Documents

181ox folder |

Folder 'contacts” @

- Do you really want to delete this folder?

Folder details

Folder name: contacts

Folder type Job

delete  |[  cancel

Figure 14.2: Delete Confirmation

14.5 Moving Folders and Objects

14.5.1 Defining Source Objects

To move an object or folder, click ‘Move’ | in the directory overview. Simi-

lar to the iSlox main page, this leads to a tree-like directory structure. Here, se-
lect which folders to move by clicking the appropriate check box. To move one
folder including all its subfolders, only mark the folder. All its contents are in-
cluded automatically.

Moving folders and objects is limited by the set of permissions you hold for the
particular object or folder. You are allowed to move folders to which you are
granted write access. The check boxes next to a folder appear in white when you
are allowed to move them and in gray when you are not.

14.5.2 Selecting the Target Folder

When finished your selection, choose the target folder in ‘targets’. Activate the
radio button in front of the folder to which to move the sources.

14.5.3 Starting Moving

To start moving all selected source objects, click ‘Move’. To abort, click ‘Cancel’.
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r Note
Folders and Subfolders

If you try to move a folder into itself or of its subfolders, SUSE LINUX
Openexchange Server displays an error message. Moving a folder into
itself or one of its subfolders is an invalid operation.

Note ]

14.6 Read and Write Permissions of ISlox
Folders

ISlox permission management works differently than read and write permis-
sion in the rest of the groupware application. When you create or edit an folder,
specify read and write permissions of the folder as usual. Additionally, spec-

ify default read and write permissions of objects stored in a folder. Additionaly
specify a delete right for the folder , but not for the objects stored in this folder.
Objects stored in subfolders are untouched by the object permission setting in
this dialog. Specify their write and read permissions in the permission setting of
the subfolder.
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Server Configuration Files

SUSE LINUX Openexchange Server uses several files to configure the settings
of your SUSE LINUX Openexchange Server. Changes in each of the configu-
ration files changes server settings for all users. The configuration files allow
you to edit the functionality of your calendaring system as well as time zones
and currencies that your server should provide by default. The configuration
files of your SUSE LINUX Openexchange Server are stored in /opt/comfire/

application/etc and /opt/comfire/application/webmail/config
15.1 Available Files| . ... ... ... ... ... ...... 176
[15.2 Configuring the Calendar Module] . . . . .. ... .. 176
15.3 IntranetInterfacel . . . . . ... ... ... ... .... 178
[15.4 Currency Format| . . . . . . ... ... .. ... ... 180
055 DateFormatl. . . . ... ... ... ... ........ 181
[15.6 Configuring the Project Module|. . . . . .. ... ... 181

[15.7 Configuring the Job Module|. . . . . . ... ... ... 182
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15.1 Available Files

The following configuration files are covered in this chapter:

calendar.conf Configure your calendar module

currencyformat.conf Set up the currencies that should be provided by the
web interface

dateformat.conf Set up the the date format
intranet.conf Configure the appearance of the web interface
projects.conf Configure the project module

tasks.conf Configure the job module

15.2 Configuring the Calendar Module

With the configuration files of your calendar module, define which of the func-
tions of the calendar module should be usable by the users of your groupware.
To make configuration easier, the configuration file is divided into several sec-
tions.

15.2.1 Notifying Participants

If a new appointment is created, SUSE LINUX Openexchange Server sends a
short notification to each of the appointment participants. If this functionality
should be supported by your SUSE LINUX Openexchange Server, insert the
following line into the configuration file:

notify_participants=true
To prevent this notification, change the above line to:

notify_participants=false

15.1. Available Files



15.2.2 Resource Administration

If defined resources are needed for an appointment, it is possible to consider
them during creation of a new appointment. If your administrator has defined
a single user or an user group to take care of your resource management, SUSE
LINUX Openexchange Server automatically gives this resource administrator
read and write permissions to this appointment whenever a resource-based
appointment is created. To use this functionality, define all users and groups
that should be members of your resource administration team. To define the re-
source team in the configuration file, use the following configuration line:

resource_group=resourceadmin

All members of user group resourceadmin  then get read and write permis-
sions for new resource-based appointments. The global definition of these rights
for an administration group takes care of typical office structures where more
than one person controls the usage of different resources. For example, if one
person controls room management and another manages the use of your com-
panies cars, each should be member of your resourceadmin group. This ensures
they are allowed to edit such appointments.

If you do not want to use this groupware function, comment the described con-
figuration line.

#resource_group=resourceadmin

15.2.3 Defining the Range

Use the range configuration line to define the appearance of the miniature calen-
dar in the handbook frame of the web interface.

If the following configuration line exists:
jump_range=1

only one month is shown in the calendar. If you click the green arrows, the next
or previous month is displayed. Instead insert configuration line:

jump_range=2

to display two months at the same time. If you click the green arrows, move two
months backward or forward.
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15.2.4 Configuring the Start Page

Usually, the actual day view of your calendar is opened when you access the
web client’s calendar module. It is also possible to start in week or month view.
To start in week view, use the following configuration line:

calendar_start_page=week
To start in month view, use this configuration line:

calendar_start_page=month

15.3 Intranet Interface

Also define the start page for all other web client modules. It is very easy to
change the initial appearance of the document, bookmark, and knowledge
modules. To define the start page for each module, edit the configuration file
intranet.conf

15.3.1 Document Start Page

There are two different appearances of the document module. Usually, all
documents and folders are shown in a tree view. In ‘List’, all documents are
listed in tabular form. Each kind of appearance can be used by SUSE LINUX
Openexchange Server as the default start page of the document module. To
get the tree view by default, insert the following line into configuration file
intranet.conf

documents_start_page=all
To use the list view by default, use the following configuration line:

documents_start_page=list

15.3.2 Bookmark Start Page

As with the document module, there are two different overview appearances
in the bookmark module. Bookmarks can be listed in a tree view or a tablular
list view. Define your default view by editing intranet.conf . To use the tree
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view by default when opening the bookmark module, use the following config-
uration line:

bookmarks_start_page=all
To use the list view, substitute the above configuration line with:

bookmarks_start_page=list

15.3.3 Knowledge Start Page

As with the document module, there are two different overview appearances in
the knowledge module. Knowledge entries may be listed in a tree view or tab-
ular list view. Define your default view by editing intranet.conf . To use the
tree view by default when opening the knowledge module, use the following
configuration line:

so|l4 uolINBUOD) I8AIes

knowledge_start_page=all
To use the list view, substitute the above configuration line with:

knowledge_start_page=list

15.3.4 Default E-Mail Encoding

Inside the groupware, SUSE LINUX Openexchange Server automatically gen-
erates and forwards a lot of notification e-mails. For example, all participants

of a newly created appointment are notified. To ensure that special characters
are displayed in a proper way, SUSE LINUX Openexchange Server uses UTE-
8 font encoding by default when generating and forwarding such notification
messages. The predefined configuration line is:

default_mail_encoding=UTF-8

If you have problems with this kind of font encoding, you may consider another
form of font encoding:

default_mail_encoding=1S0O-8859-1
default_mail_encoding=1SO-8859-15

Using the webmail client, your web client checks for new incoming mails in pre-
defined periods of times. This makes it possible to provide all users with actual
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status of their Inbox folder. The interval for checking for new incoming mails
can be configured by editing intranet.conf . For example:

mail_check_time=300

The inserted value has the inbox folder checked every three hundred second
(five minutes) automatically. Users may be notified of new incoming mail in
three different ways by the web client. If the user is browsing one of the group-
ware modules, the user may be informed of new incoming mail with a blinking
mail icon in the module bar. Additionally, new incoming mail can be opened in
a pop-up window automatically. The third way to inform users of new incom-
ing mail is a notification sound, played every time a new mail is found in your
inbox folder. Each user may define the notification type to use in his personal
profile setup.

15.3.5 Handbook Frame — Sequence of Display

In the web client, an additional handbook frame is displayed on the left or right
side. Use this handbook frame to access some groupware elements faster. Edit
intranet.conf to define the sequence of links and elements that should be
displayed in the handbook frame. For example, use the following configuration
lines to define its appearance:

calendar_view=1

tasks_view=2

# linkage_view=3

search_view=4

new_item_view=5

folder_view=6

The values at the end of each line are the display priorities of each element. The
entry with the lowest number is displayed highest in the handbook frame. This
configuration example would show a small calendar on top of the handbook
frame. Using the further given priorities, active jobs, a global search bar, a new
objects bar, and your personal ISlox folder management are displayed in that
order. If you do not want to use an element in your handbook frame, simply
comment the corresponding configuration line.

15.4 Currency Format

Edit the configuration file currencyformat.conf to add more currencies that
should be supported by the groupware. To add a new currency, add the official
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currency short form to your configuration file. Currencies stored in the config-
uration file can be used in the web client’s project and job modules to define
gains, costs, and expenses for each job and project.

Definition of currencies is completely free, but using official currency codes is
recommended. The default configuration file includes the predefined currencies
Euro, US Dollar, and British Pound:

# slox currency format
# "currency"”

EUR

uUsD

GBP

15.5 Date Format

Edit dateformat.conf to select the date format to use in the web client’s in-
terface. By default, choose between German and English date format. Addition-
ally, you may define more date format types manually.

The default date formats are:

DE dd.MM.yyyy HH:mm
EN MM/dd/lyy h:mm a

Each configuration line consists of two sections. In front of the line, define the
two-letter language code of the date format entry. Next to the language code,
find the order of the year, month, day, hours, and minute in which dates should
be entered and displayed in the groupware. Find more information about the
date format used in SUSE LINUX Openexchange Server at http://java.
sun.com/|2se/1.3/docs/api/java/text/SimpleDateFormat.html

15.6 Configuring the Project Module

SUSE LINUX Openexchange Server can forward an automatically generated
notification to all participants of a newly created project. To use this groupware
functionality, it must be activated by editing the configuration file projects.
conf .

SUSE LINUX — Openexchange Server 4.1

so|l4 uolINBUOD) I8AIes

181


http://java.sun.com/j2se/1.3/docs/api/java/text/SimpleDateFormat.html
http://java.sun.com/j2se/1.3/docs/api/java/text/SimpleDateFormat.html

182

To activate the automatic generation of such notification messages, insert the
following configuration line:

projects_notify participants=true

For users not to be informed automatically by SUSE LINUX Openexchange Ser-
ver, use the following configuration line:

projects_notify participants=false

15.7 Configuring the Job Module

SUSE LINUX Openexchange Server can forward an automatically generated no-
tification to all participants of a newly created job. To use this groupware func-
tionality, activate it by editing the configuration file tasks.conf . To activate
the automatically generation of such notification messages, insert the following
configuration line:

tasks_notify participants=true

For users not to be informed automatically by SUSE LINUX Openexchange Ser-
ver, use the following configuration line:

tasks_notify participants=false

156.7. Configuring the Job Module



WebDAV

WebDAYV (Web Distributed Authoring and Versioning) is an extension of the
common HTTP protocol. One of the major disadvantages of HTTP is the con-
ceptional limitation of web-hosted documents as read-only media. Editing doc-
uments in collaboration with other users was not covered by the standards of
the basic HTTP protocol. WebDAYV adds this functionality and makes it possible
to use web-based structures as universal information systems. Versioning allows
storing documents in web-based management structures in different versions. A
permission system is also included so only allowed users can access documents.
WebDAV is a functional and efficient IETF (Internet Engineering Task Force)
standard, developed since 1996. In 1999, WebDAV was registered as RFC 2518.
SUSE LINUX Openexchange Server 4.1 uses the WebDAV protocol as a global
interface to access groupware-related information and data. WebDAYV allows ev-
ery user to access information without the need of a special client application.
An easy file manager, like the Windows Explorer, already allows accessing the
information and document structures of your groupware system. WebDAV is
not only an extension of the HTTP protocol, but an alternative to the FTP proto-
col as well.

[16.1 Accessing the Document Server Using Linux| . . . . . 184
[16.2" Accessing the Document Server Using Windows2000| . 185
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16.1 Accessing the Document Server Using
Linux

These directions use Konqueror.

1. Start Konqueror on your Linux desktop client. See Figure

B - Conguer your Desktop! - Kongueror
Location Edit ¥iew Go Bookmarks Tools Settings Window Help

2@ N B0 FUEG IXARX(SM
B Location: E v|»

- Konqueror

N Tes |

Introduction

Welcome to Konqueror 3.0.3.

With Kongueror you have your filesystem at your command, browsing local
of netwarked drives with equal ease. Thanks to the comporent fechnology
used throughout KDE, Kongueror is also a full featured, easy to use and
comfartahle Web Browser, which you can use to explore the Intemet.

Simply enter the Internet address (e.g. hitpAvwa kde.org) of the weh page
you want and press Enter, or choose one of the entries in your Bookmarks
menu. If you want to go back to the previous web page, press the hutton

& ("Back" in the tolhar. To go back to the home directory of your local

filesystem press ﬁ ("Home"). For more detailed documentation on
Kongueror click here

Tuning Tip: If you want the Kongqueror web browser to start faster, you
can turn off this infarmation screen by clicking here. You can

f re-enable it by choosing the Help -> Konguerar Introduction menu
option, and then pressing Window -» Save View Frofile "Web
Browsing"

P continue

Figure 16.1: Konqueror Web Browser

2. Insert the address of your SUSE LINUX Openexchange Server:
http:/ /[SLOX_IP]/servlet/webdav.documents. Replace [SLOX_IP] with
the IP address of your SUSE LINUX Openexchange Server. See Fig-
ure on the facing page.
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3. Insert your user name and password in the dialog. Use your usual ac-
count information to log in.

AVAGSMN

You need to supply
a username and a
password to access
this site.

SLOX WebhDAVY at

aite: .
www . hetline-ag.de

Username: kdichael

Password:

0K | | Cancel

Figure 16.2: Insert SUSE LINUX Openexchange Server Account Information

4. If login was successful, browse the content of your document server with
Konqueror as shown in Figure on the next page.

16.2 Accessing the Document Server Using
Windows2000

The following directions apply to Windows 2000 environments.
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@~ Docume onuero [BIDICIES]

Location Edit View Go Bookmarks Tools Setiings Window Help

e M B0 FUlLIG A G M 4
E» Location: \|g hitp:fwwess netline-ag.de: 901 2isery etwebday. documentsiwebdavy - \ Y
Hwebdav/

Mame Size Last madified

Parent Directory

Prototyp SLOX Folders! Thu, 05 Jun 2003 10:16:57 GMT
WebDaW_Userguide doc 7802858 Wed, 24 Sep 2003 13:10:12 GMT
WebDaY_Userguide pdf 1091383 Wed, 24 Sep 2003 13:10:48 GMT

appointments htm 20562 Maon, 08 Sep 2003 08:09:00 GMT
contacts.htm 19456 Mon, 15 Sep 2003 13:36:46 GMT
contactsMapping htm 17046 Fri, 22 Aug 2003 068:30:27 GMT
folders.him 9693 Mon, 01 Sep 2003 16:17.02 GMT
freebusy htm 1911 Fri, 22 Aug 2003 068:30:48 GMT
groupuser.htm 2969 Fri, 22 Aug 2003 08:31:.03 GMT
groupware tarbze 2646216 Man, 01 Sep 2003 16:16:27 GMT
tasks.htm 12300 Maon, 01 Sep 2003 10:15:42 GMT
webdav tarbze 205118 Man, 01 Sep 2003 16:16:35 GMT

Done.

Figure 16.3: The Document Server in Konqueror

. Open the network environment in your windows 2000 operating system

as shown in Figure on the facing page.

. Click the network resources icon. Refer to Figure on page|[188

. Insert the network path to your SUSE LINUX Openexchange Server. Use

the syntax http://[IP]/servlet/webdav.documents . Replace [IP]
with the IP address of your SUSE LINUX Openexchange Server. See Fig-

ure[16.6/on page[188]

. Insert your user name and password. Use your usual account information

for the web interface. Refer to Figure on page|[189

. If login was successful, name your resource. See Figure on page

. Installation of the document module is now finished. Access the new net-

work resource in Windows using your network environment. The direc-
tory structure is identical to that of the document module of the SUSE
LINUX Openexchange Server web interface. See Figure on page
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| <3
=

[y Dacuments

AVA9SM

Open
Explore
Search for Computers...

Map Metwork Drive. ..
Disconnect Metwark, Drive. ..

Create Shorkcuk
Rename

(s ko

the Inkernet

Figure 16.4: Windows Network Environment

7. Additionally, you may access the document module of SUSE LINUX
Openexchange Server in Windows with your favorite web browser. Insert
the URL http://[IP])/serviet/webdav.documents/ in the address
field of your web browser, replacing [IP] with the IP address of your SUSE
LINUX Openexchange Server. Refer to Figure[16.10|on page
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http://[IP]/servlet/webdav.documents/

lmix
| Fle Edt View Favortes Took  Help
| =gk - = - & | Dsesrch uFoiders CHHistory | B2 02 X ey | E-
| pdress [y Metwork Places B

97 A

B Entire Network  Computers
Near Me

My Nétwork Places

Add Network Place

Connects ta shared Folders, Web
folders, and FTP sites.

(Connects to shared folders, Web folders, and FTP sites,

Figure 16.5: Adding a Network Resource

Add MNetwork Place x|

Welcome to the Add Network
— Place Wizard

-
et | This wizard helps you add a link ko a Metwark Place where
wou can store wour documents. A Metwork Place can be a

shared Folder, a Web Faolder an the Internet, aor an FTP
site,

Twpe the location of the Metwork Place:

http:ifipnumberfserylet fwebday, docur Browse. .. |

Here are some examgles.

Ta continue, click Mext,

= Back I Mext = I Cancel I

Figure 16.6: Adding the Network Path to Your SUSE LINUX Openexchange Server
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x
Cancel |

AVA9SMN

Fleaze enter your authentication information

Fesource: http:/ A netline-ag. de: 301 2 /servletAwebday. docume
User name: Iusername
Faszzword: I""""""""i

¥ Save this paseword in your password list

Figure 16.7: Log in to SUSE LINUX Openexchange Server

Add Metwork Place Wizard x|

Completing the Add Network
Place Wizard

‘ou are ready to connect ta
http: s, netline-ag. de:9012 {servlet/webday . document

Enter a name for this Mekwork Place:

I Documents|

To connect ko this Metwork Place, dlick Finish.

< Back I Finish I Zancel

Figure 16.8: Adding a Name
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rites  Tools  Help
| ¢Back - = | @search C4Foders (HHstory | S B2 X o | B~
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[ Prototyp SLOX appointments  contacts  contactsMa...  Folders
webdav Folders
Select anitem to view its @ @ @
description. Fresbusy  groupuser  grolpwarelkar  basks webdav.tar
WiebDAY_U... WebDavw_L,..

12 object(s) 4
Figure 16.9: Overview of SUSE LINUX Openex-
change Server Document Shares in Windows2000

=lo/xl

| Ble Edt wew Favortes Iooks Help ‘

| wpak - = - D 4 | Qsearch GFavortes (#Hstory | B Sh

| Address [ httpfomam.neting-an. de: 301 2 servietfwebiday. documents uehday =] weo ‘

fwebdav/

Mame Size Last modified

Parent Directory

Prototyp SLOX Folders! Thu, 05 Tun 2003 10:16:57 GMT
WebDAV Userguide.doc 780288 Wed, 24 Sep 2003 13:10:12 GMT
WebDAV Userguide.pdf 1091383 Wed, 24 Sep 2003 13:10:48 GMT

appomntments. him 20562  Non, 08 Sep 2003 02.0%:00 GMT

contacts htm 19486 Moen, 15 Sep 2003 133646 GMT

contactshapping htm 17046 Fn, 22 Aug 2003 08:30:27 GMT

folders. htr 9693 Mon, 01 Sep 2003 16:17:02 GMT

freebusy. htm 1811 Fri, 22 Aug 2003 08:30:48 GMT

groupuser. htm 2969 Fri, 22 Aug 2003 08:31:03 GMT

groupware. tar.bz2 2648218 Mon, 01 Sep 2003 16:16:27 GMT

tasks. htm 12300 Mon, 01 Sep 2003 10:15:42 GMT ||

webdav tar be2 205118 Men, 01 Sep 2003 16:16:35 GMT j
|&] Done || | mntemet Y

Figure 16.10: The Document Server in Windows in a Web Browser
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