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Module Bar 
Use the Module Bar Icons 
to directly access any 
Open-Xchange module: 
- Home          - Email 
- Calendar     - Contacts 
- Tasks 
- InfoStore 
- Settings 
 

Folder Tree 
Provides an overview of Open-
Xchange Folders. 

Panel 
Replaces a standard menu bar and 
provides access to the primary 
functions of each module. 

InfoBox 
When activated, 
shows inbox status 
and mailbox usage 
statistics. 

Content Area 
Displays multiple panes for modules 
providing basic information when at the 
home screen. Displays full information 
for a module when that module is 
selected from the Module Bar. 

Mini-Calendar 
Provides a month overview 
calendar with dates that have 
appointments scheduled shown 
in bold. 
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Email Module 
All common email functions are available via the Panel as shown below when in the email module: 

Primary Email Functions 

New ς The new email button brings up a new window 

used to compose an email. This window (displayed to the 

right) provides standard email functionality including 

From, To, CC, BCC, Subject, and Message Body. When 

composing a message, Open-Xchange provides a 

complete HTML-editing toolbar that functions similarly 

to most word processing and email programs. 

Reply ς Use the Reply function to respond to emails 

you receive. The Reply button will open the window to 

compose an email with the To and Subject fields pre-

populated as well as a copy of the message being replied 

to in the main body of the message. 

Reply All ς Use the Reply All function to respond to the 

sender of a message as well as any other recipients that 

were specified in the CC field. The Reply All button will open the window to compose an email with the To, CC and 

Subject fields pre-populated as well as a copy of the message being replied to in the main body of the message. 

Forward ς Use the Forward function to send a message you receive to another recipient. The Forward button will 

open the window to compose an email with the Subject field pre-populated as well as a copy of the message being 

forwarded. 

Copy ς The Copy function creates a duplicate version of selected email(s) in a folder you specify. The Copy button 

brings up a list of available folders that the email can be copied to. 

Delete ς The Delete button moves selected email(s) to the trash folder. When deleting items from the trash folder, 

they will be permanently removed. 

Print ς The Print button displays a printer-friendly version of the selected email within a new window and also opens 

the print menu. 

Spam ς The Spam button marks selected email(s) as spam and moves them to the spam folder. 

Compose Email Window 
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Mark as ς The Mark as button brings up a list of email statuses that selected email(s) can be changed to. Status 

options include Read, Unread, Answered, Unanswered, Deleted, and Undeleted. 

Email Views 

H Split ς The horizontal split view displays a list of emails in the top part of the content area and a detailed view of a 

selected email below. 

V Split ς The vertical split view displays a list of emails in the left side of the content area and a detailed view of a 

selected email to the right. 

List ς The list view displays a full sortable list of emails in the open folder. 

Attachment Functions 

Open ς The Open button under the attachment section of the Panel opens a file attached to an email. If an email 

contains no attachment, the Open button opens the email body as an attachment. 

Save as ς The Save as button opens a dialogue window allowing you to save an attachment to a specified location. If 

an email contains no attachment, the Save as button opens a dialogue window allowing you to save the email as a file. 

Save in InfoStore ς The Save in InfoStore button opens a window allowing you to save a file attached to an email in 

InfoStore. If an email contains no attachment, the Save in InfoStore button allows you to save the email as a file in 

InfoStore. 

Flags 

Use flags to mark emails for better organization. Ten different colored flags can be used to distinguish between different 

types of emails. To flag selected emails, choose a flag color from the Panel or click the small down arrow below the 

visible flag options for more flag color choices. 

*NOTE: Email Flags will be available for use within Open-Xchange starting in Spring 2010. 

Search 

Use the search functionality in the Panel to find specific emails or senders. Enter a search term in the text field and click 

the magnifying glass icon to begin a search. Search results will be displayed in the content area. For further functionality, 

use the drop-down menu to specify criteria or search operators as specified in the Open-Xchange user manual. 
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Calendar Module 

All primary calendar functions are available via the Panel as shown below when in the calendar module: 

Primary Calendar Functions 

New ς The new appointment button brings up a new 

window used to create an appointment or appointment 

series. This window (displayed to the right) allows users 

to add information including Description, Location, Start 

and End Dates, Reminder, and Comments.  

Edit ς The Edit button is enabled when a previously-

created appointment is selected. The button brings up 

the same window that the new appointment button 

does, but includes all fields that were previously entered 

for a selected appointment. 

Delete ς The Delete button deletes selected 

appointment(s). A dialogue box will ask for deletion 

confirmation. 

Print ς The Print button is enabled in list and detail calendar views. It displays a printer-friendly version of the selected 

appointment or appointment list within a new window and also opens the print menu. 

Move ς The Move button allows you to move selected appointment(s) between calendars you have access to. 

Alternatively, you can move appointments via drag-and-drop by dragging an appointment to the desired calendar in the 

folder tree. 

Calendar Views 

Calendar ς The calendar view displays appointments on a grid arranged with times displayed on the left side of the 

content area. For the calendar, team, and list views, the Today button in the upper-right corner of the content area 

displays the selected view for the current date. 

Team ς The team view displays the schedules of your team members that can be used to determine their availability 

for new appointments. To view team members, click Add from the Team member section of the Panel when in the team 

view. 

 

Create Appointment Window 
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List ς The list view displays a full list of all appointments that occur during the specified time range.  

Detail ς The detail view can only be used when a specific appointment is selected. The view displays full information 

about the appointment. 

Calendar Time Range 

Use the Day, Work week, Month, Week, and Custom functions to select the desired time range. The selected range is 

applied to the chosen calendar view. 

Flags 

Use flags to mark appointments for better organization. Ten different colored flags can be used to distinguish between 

different types of appointments. To flag selected contacts, choose a flag color from the Panel or click the small down 

arrow below the visible flag options for more flag color choices. 

Search 

Use the search functionality in the Panel to find specific appointments. Enter a search term in the text field and click the 

magnifying glass icon to begin a search. Search results will be displayed in the content area. For further functionality, use 

the drop-down menu to specify criteria or search operators as specified in the Open-Xchange user manual. 

Appointment Types 

Personal ς Personal appointments are individual appointments within your calendar folder that are private and not 

viewable or editable by other users. 

Team ς Add team member schedules from shared calendars to your team list to see their schedules side-by-side. This 

allows for easy planning of new appointments and helps avoid scheduling conflicts. 

Public ς With suitable access rights, users can create public calendar folders for common use. Appointments added to 

this calendar are public and can be accessed by all users with proper viewing rights. 

Shared ς Users can share their personal calendar folders with specific users or user groups. Shared calendar folders 

from other users can be accessed under Shared Folders in the folder tree. 

 

 

 

 

 

 



 

Quick Reference Guide ς 6 

Contacts Module 

All primary contact functions are available via the Panel as shown below when in the contacts module: 

Primary Contact Functions 

New ς The new contact button brings up a new window 

used to create a new contact. This window (displayed to 

the right) allows users to add full contact information 

including name, phone number(s), email address(es), 

street address(es), and employment information. 

Edit ςThe Edit button brings up the same window as the 

new contact button, but includes all fields that were 

previously entered for a selected contact. 

Delete ς The Delete button deletes selected contact(s). 

A dialogue box will ask for deletion confirmation. 

Print ς The Print button is enabled in phone list and 

detail contact views. It displays a printer-friendly version 

of the selected contact details or contact list within a 

new window and also opens the print menu. 

Use as template ς The Use as template button copies the information of a selected contact into the new contact 

window. The information can then be modified and saved as a new contact without changing the originally selected 

ŎƻƴǘŀŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ 

Move ς The Move button allows you to move selected contact(s) between contact folders you have access to. 

Alternatively, you can move contacts via drag-and-drop by dragging a contact to the desired contact folder in the folder 

tree. 

Copy ς The Copy button allows you to copy selected contact(s) to another contact folder you have access to. An 

identical contact will be added to the specified folder. 

 

 

 

Create Contact Window 
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Contact Views 

Cards ς The cards view displays sortable columns of contact cards. Each card displays contact name, street address, 

phone, and email address. 

Phone list ς The phone list view displays a sortable list of contacts including basic contact information and phone 

numbers. 

Detail ςThe detail view displays full information about the contact, including all information that has been entered for 

the contact. 

Flags 

Use flags to mark contacts for better organization. Ten different colored flags can be used to distinguish between 

different types of contacts. To flag selected contacts, choose a flag color from the Panel or click the small down arrow 

below the visible flag options for more flag color choices. 

Search 

Use the search functionality in the Panel to find specific contacts. Enter a search term in the text field and click the 

magnifying glass icon to begin a search. Search results will be displayed in the content area. For further functionality, use 

the drop-down menu to specify criteria or search operators as specified in the Open-Xchange user manual. 

Contact Types 

Personal ς Personal contacts are private contacts for an individual user such as business partners, vendors, and 

acquaintances. 

Public ς With suitable access rights, users can create public contact folders for common use by all users. Public 

contacts include all registered internal Open-Xchange user at your organization. 

Shared ς Users can share their personal contact folders with specific users or user groups. Shared contact folders from 

other users can be accessed under Shared Folders in the folder tree. 
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Task Module 

All primary task functions are available via the Panel as shown below when in the task module: 

Primary Task Functions 

New ς The new task button brings up a new window 

used to create a new task. This window (displayed to the 

right) allows users to add full task details including 

Subject, Start and Due dates, Status, Priority, Completion 

percentage, Reminder, and Comments. 

Edit ς The Edit button brings up the same window that 

the new task button does, but includes all fields that 

were previously entered for a selected task. 

Delete ς The Delete button deletes selected task(s). A 

dialogue box will ask for deletion confirmation. 

Print ς The Print button displays a printer-friendly 

version of the selected task or task list within a new 

window and also opens the print menu. 

Move ς The Move button allows you to move selected tasks(s) between task folders you have permission to access. 

Alternatively, you can move tasks via drag-and-drop by dragging a task to the desired task folder in the folder tree. 

Mark as done ς The Mark as done button (found in the drop-down menu under the task Panel section) changes the 

status of selected task(s) to complete. Completed tasks are shown as grayed out and have a line through them. 

Use as template ς The Use as template button (found in the drop-down menu under the task Panel section) copies 

the information of a selected task into the create task window. The information can then be modified and saved as a 

new task without changing the originally selected taskΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ 

Confirmation ς The Confirmation button allows you to change your confirmation for a public task that someone has 

shared with you (e.g. from Accepted to Declined). 

 

 

 

Create Task Window 



 

Quick Reference Guide ς 9 

Task Views 

H Split ς The horizontal split view displays a list of tasks in the top part of the content area and a detailed view of the 

selected task below. 

List ς The list view displays a full sortable list of tasks in the open folder. 

Flags 

Use flags to mark tasks for better organization. Ten different colored flags can be used to distinguish between different 

types of tasks. To flag selected contacts, choose a flag color from the Panel or click the small down arrow below the 

visible flag options for more flag color choices. 

Search 

Use the search functionality in the Panel to find specific tasks. Enter a search term in the text field and click the 

magnifying glass icon to begin a search. Search results will be displayed in the content area. For further functionality, use 

the drop-down menu to specify criteria or search operators as specified in the Open-Xchange user manual. 

Task Types 

Personal ς Personal tasks are private tasks for an individual user and are contained within a personal folder. 

Public ς With suitable access rights, users can create public task folders for common use by all users.  Public tasks can 

be used to coordinate and improve teamwork.  

Shared ς Users can share their personal task folders with specific users or user groups. Shared task folders from other 

users can be accessed under Shared Folders in the folder tree. 
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InfoStore Module 

All primary InfoStore functions are available via the Panel as shown below when in the InfoStore module: 

Primary InfoStore Functions 

New ς The new item button brings up a new window 

(displayed to the right) used to create a new InfoStore 

object and allows you to add a title, URL link, and 

comments as well as attach a file. 

Edit ς The Edit button brings up the same window that 

the new item button does, but includes all fields and 

attachments that were previously added for a selected 

object. 

Delete ς The Delete button deletes selected object(s). A 

dialogue box will ask for deletion confirmation. 

Print ς The Print button displays a printer-friendly 

version of the selected object information within a new 

window and also opens the print menu. 

Move ς The Move button allows you to move selected object(s) between InfoStore folders you have access to. 

Alternatively, you can move objects via drag-and-drop by dragging a task to the desired InfoStore folder in the folder 

tree. 

Lock/Unlock ς The Lock button allows you to prevent others from editing an InfoStore object, though other users 

with access to the object can still download it. Use the Lock ŦǳƴŎǘƛƻƴ ǿƘƛƭŜ ȅƻǳΩǊŜ ŜŘƛǘƛƴƎ ŀƴŘ ǊŜǿƻǊƪƛƴƎ ŦƛƭŜǎ ǘƻ ƛƴŘƛŎŀte 

to others that the object is being modified. hƴŎŜ ȅƻǳΩǾŜ ǳǇŘŀǘŜŘ ŀƴ ƻōƧŜŎǘ, use the Unlock function to allow others to 

edit the object. 

 

 

 

 

 

Create InfoStore Object Window 


