User Guide of Alinto Mail Server Pro [ajelql 5!

User Guide Alinto Mail Server Pro

Your contact Telephone Email
Nicolas POLIN +33(0)478 38 73 60 supportpro@alinto.net
Service & Support

A l. i.n tO Lyon Paris Koln Madrid



User Guide of Alinto Mail Server Pro April 14

Index
IMEFOTUCTION. et 4
1. Connecting to the WEDMAIL ... s 4
2. USING TNE WEDIMIQIL ....ovvvvverissiiiiicssissssesssssssisssssssss s 4
21, GENEIAL PAFAMELELS .. 4
P2 T T Y A= T L B =] A T T [ oo 4
2.1.2. ACCOUNE'S PASSWOIT ....oovvvvvvvivivisissssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 5
2.13. INLEIfaCe’S LANGQUAGE. ... s 5
2.2 MESSAGING .ooevvvitiiiiiiressisissses s s 5
221 DISCOVEN YOUI NEW INTEITACE. ... iisssssssssssssssssssssssssssssssssssssssssssssssssssns 5
2.22.  Write an email and/or keep it @s a draft ..., 8
223, The SPEUNG CRECKET ....ccoviciiiiivivirrec s 10
2.2.4. F ANz T T=Te [ 1 CT OO OO OO 11
22AL ALLACH @ FHlOo..ooeoooooeeveoeeeeoeeeeeeeeeeeee ettt 11
224.2 RECOVEI the AttACEA fIlES .ottt as s s e 11
2.2.4.3. Manage a VCAIA (VCF FIl@).........iiiesisiiiensssssiissssssssisssssssssssssssssssssssssssssssssss 12
225, SEAICN @ MESSATE ... 12
B W R O0 (o0 QT =)= ol F 12
2.2.5.2. AAVANCEA SCAICIN ...t 13
226. Manage the confirmation rECEIPLS ... 13
2.2.6.1. Send an email With CONFIMALION FECEIDES...........vvvevssiiieresssssiissesssssssssessssissssess 13
2.2.6.2. Receive a CONFIMMALION FECEIPL ... 14
2.2.7. MESSAGE PIIONILY corrriseciiiiivvevvsreesssssssissssssssss s s 14
228, COPY Of SENE EMAILS oocciivvriirrriivrsiiirssessss s s 15
2.2.0. Delete 0Ne OF MOIE EMAILS ..o 15
2210, MOVE TNE EIMQILS ...vvvvvvvvvvvvsvississsssesssssssssssssssssssssssssssssss4151854188815185 8551558858585 16
2211, CoNFIQUIING The MAIL.....ciiiinininrssssssss s 16
22111 AQIMUNISIIALE YOUL FIEELS ... 16
22112, EMAILS SIGNATUIE ...oovvvrrrrriissiiiicirvsrnsessssssssisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnes 17
2.211.3. Choose the display disposition Of the INterface............., 18
P2 TR OF- 1 1= o Ve = OO 18
231 Y aXa [ BT IS VL=T 0 | N 20

Copyright Alinto 2014 Page |2



User Guide of Alinto Mail Server Pro April 14

232, SNArEA QQENUA oo 22
2.3.3. SOULINGS v 23
2. CONTACTES ettt ettt 24
2.4.1. CrEate @ CONTACT ..ttt 24
2.4.2. AdMINISTrate YOUr CONLACES ... 24
2.4.3. TSTC1g e 1= o10) 0] 7= T 24
2.4.4. Create @ MAILNG LSt ... s 25
2.4.5. COPY Of CONLACT CArAS ... s s s 25
2.4.6. ) QT LS TS X 0] 0151 £ TR 25
2.8 FILES et 26
3o DISTANT ACCESS ..o bbb 28
3L ACCESS tO The MAIL ..t 28
3.2, ACCESS TO DIIVE ..ottt 31
IMPORTANT. coooosvvviiiiiissssssssssssssssssssisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsanans 33
3.3 CAlONUA s 34

Copyright Alinto 2014

Page| 3



User Guide of Alinto Mail Server Pro April 14

Introduction

The user guide will help you to discover all the functionalities and possibilities of Alinto
Webmail vs.

This document is concise and exhaustive, reviewing all the options this platform has to
offer. If, even following this guide, you have any problem related with the platform, don't
hesitate to contact your mail administrator.

1. Connecting to the Webmail

The webmail is accessible 24h/24 7j/7 with an internet connection and a web browser
(Internet Explorer®, Firefox®, Chrome® or Safari®).

The connection URL and your access codes will be given to you. In case you lose or forget
them, please contact with your administrator.

In order to connect to the Interface:

Q Enter your email address, ex : yourname@domain.com
a Enter your password.

Click the button « connect » in order to enter to your space:

a : The webmail is available in 4 different languages (French, English,
German and Spanish). By default the language will be the same that the one of
your browser. You can change your language settings in the preferences menu... If
you need a translation in another language, you can propose to your contact with
Alinto.

a . If you want to access to your Webmail interface with your
smartphone, the correct URLs will be mentioned here.

2. Using the Webmail

2.1. General parameters

In the « Settings » menu <¢> placed in the top-right corner of the ‘interface, you will be
able to modify the next settings:

2.1.1.First and last name

The First and Last name informations represents the identity of the user and are displayed
in the field "Sender” of a sent email. In order to modify this, click on the corresponding
fields, and write the desired info. Then click the “Save” button.
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Your name is added to each email with your email address. It will be asked to you if you lost your password.

Firstname : Name

Lastname : Surname

2.1.2. Account’s password

You can modify your account's password in any moment. In order to keep the security
level, the password will not be showed.

This password guarantees the confidentiality of your account. For safety reasons, we recommand you to change it frequently

Enter your old password
Enter yout new password

Your new password again L\)

m cancel

2.1.3.Interface’s language

The webmail is available in 4 different languages (French, English, German and Spanish).
By default, the selected language is the one of your browser. If you make any modification,
you will need to restart your connection to the interface in order to apply the changes.

2.2.Messaging

2.2.1.Discover your new interface
The messaging interface is divided in 3 different areas:
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Agenda | [B Contacts ‘ A Fichiers
Trier par -

Npolin & 2504141438
Accuse de reception (affich a

Npolin 25004114 14:38
TAucun st

e 1/ The vertical space on your left will host the folder's arborescence.

Once the account is created, you will see your folder /mb0x

The folders sernt, trash and draft are created once you first send, delete and store a
message as draft.

If you right-click on the folder « Inbox » you will access to a contextual menu, with the next
options:

Q New folder. The creation of new folders is unlimited. In order to create a dossier,
right-click on an existing folder, and then select New folder. Enter the name you
want to give to this folder, and then click Ok

Mame of new folder :

Q Refresh the tree structure: To refresh all your interface and verify the reception of
new messages in all the folders.

Mark all as read: To mark all the messages from the folder as already read.
Delete: To delete the folder and all its content...

Compact the folder. To synchronize the Inbox of your webmail with the one of
your messaging software (Outlook®, Thunderbird®, Mail®,..).If you delete, or move
your messages from one to other folder, these will still appear at your webmail,
but will be crossed out in your message list. Compacting the folder will refresh all
the content of the dossier.

Q Gel the new messages: Update the display of the messages in the folder.

OO0
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To quickly find any information from your message list, you can use the field search
entering one or more keywords and just pressing “Enter”. .

In order to recover the normal display, you can click on % :

e 2/ The central vertical space (or upper-horizontal depending of the interface
configuration) displays the received messages.

The messages that you still haven't read are displayed in bold, and the subject is colored.
There are different icons, here the meaning of every one of them:

O % The email has an attached file

o Email already answered back
0 ® Email with high priority

Thanks to the menu bar you can:

f Mew email ) )
a Create a new element : email, event, contact, fax (option) or

SMS (option)

The emails can be sorted by increasing order, or decreasing just by clicking on the button:

Sort by -
by the next criteria:

Date
Subject
Sender
Size

oo0oo

3/ The right vertical space (or lower-horizontal depending on your configuration)
opens the selected message

Thanks to the tool menu you can:

. Answer back a message

“ answerto all the addresses in copy.
~» Forward a message.

% Identify a message as not desired and manage it as spam,

|| Delete the selected messages.
*** Complete the next options :

Iy Ny Ny Ny

e resume a drafted email and modify its content
e mark the message/s as read
¢ mark the message/s as non-read
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¢ display the headers of a message
e print the selected message

The button €% placed over the content of the message allow you to increase the size
of the display window...

2.2.2. Write an emailand/or keep it as a draft
In order to write a new message, click £ New email on.

A composition window will be open over the webmail with the following content:

7o: This field must be filled with the destination address you want to send the email. To
add more destination addresses, modify the field below CC by selecting /0. You can add

more just by selecting *!. To delete a line just click .
CC. Field for secondary destination addresses.

BCC. To transmit a message to one or more addresses but making them invisible for the
rest of destination addresses.

For the fields To, CC and BCC, the semi-automatic display, called auto-complete, makes it easier to
introduce new addresses: when you introduce a name, surname or the email address of your addressee,

the system will select from your address book the contacts that are more suitable to correspond your

research.
. @ wrn o
Alinto
7 e [ [ e v e | oo -
—
~ & lInbox E
B Dratt
Asent Subject
paaiprr—rep—— 7
H | EBBEE IR ais = EIES=SE80.|03= omat =] Fort -] s W[ B I U e X x2S A

B Trash

Subject: Corresponds to the title of the message

The integrated toolbar allows you to personalize the way the email will be displayed. :

4 Cancel the last modification 7 paste the text without format
#¥ Restore the last modification |2 Display a preview

% Cut the text & Print

= Copy the text := Insert a numerated list

5 paste the text
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Insert a list
"= Make the tabulation to the left

'= Make a tabulation to the right

= Align the text to the left
=Center the text

Align the text to the right
Justify the text

& Insert a link

& Delete one link

[ Insert an image

] Insert a table

= Insert a horizontal line

Polics | Arial * Choose a writing policy

Tale [0 [ Choose the size of the text
B Apply the bold format to the text
I Apply ltalic format to the text
Y Underline the text
ake Cross the text
X2 Add index text
%2 Add exponent text
i 7 Modify the color of the text

A~ Apply a new background color

Copyright Alinto 2014
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You can choose to immediately send your BEEUELEIIESEELEE message of keep

it as a draft =3veemessage  t4 sond it later. These messages are stored in the folder Draft.
In order to modify a drafted message, click on the button Act/or (or right click), and select
the option Resume mail edition.

To exit the email redaction without t's possible to work on more than one draft messages
simultaneously, your first message will be overlapped on the webmail, you can reduce the

=X
window size to adapt it to your needs, or just minimize by clicking and maximize

X
with L& at the upper-right part of the window.

You can click again #& newemaili  oOver to add a new composition window, then work
in several different messages at the same time.

In this example you can see how it works with different messages at the same time :

L () s Pow
Lnto [Aucun sujet]

2.23. The spelling checker Intermediate

Depending on which browser do you use, you would be able to use fedto Dictionary
a spelling checker (available on Firefox and Chrome). The dnde
grammatical errors will be marked with a red underline. To modify Cut

a word with the checker help, you have to do a right-click + CTRL Lopy

key over the desired word. Then you will see the next menu, just =

click over the desired option. pelete

Select All

v Check Spelling

Languages L

Inspect Elerent (Q)

Oy Inspect Elernent with Firebug

Al'mtO Lyon Paris Bonn Madrid
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2.2.4. Attached files

2241 Altacha file

To add a document to your email, you will be able to select one from your computer(1), or
from the webmail's online storage space(2).

Q Aftach a file (1): Click on the link, and then on Browse to select the document to
attach. Then click on Add/to load the file.

In the case we have documents that weights more than 20MB, it's preferred to select the
option as a link before making click on Add. The addressee will be able to download the
file thanks to a download link placed in the body of the message.

Q Altach a file (from your online workspace)(2): To attach a file to your message you
can select a file from the online storage of your webmail. The file will be added to
your message as a download link.

In case you want to send an email with attached files to more than one destination address, it's strongly
recommended to make it as a download link, in order to optimize the sending time. Same when the

attached file’s weight is high.

See the examples here:

o om
(117 test test =i

CEPTOCPICE S | save the message || Opfions =

ssagi QI
= To |v alinto net alinto.net>

w email )
A E o [ o]

1boxt Sublect | test test

3 Draft

A Sent
2 Spam
8 Trash

g8 88
aa & a

Display Delete

xe
[) Modéle frais xis : 37.21 KB

‘Your message has several recipients. Would you lke to change your attachmy

4 EnmlBaise - =E=

into links to lighten your recipients? mailboxes? Convert to links

i@ @B E romat [oma <] Fo | see W[ BT U e X, XA A

2242  Recover the attached files
When you receive an email with more than one attached files, a button will appear:

Cﬁ 2 attachments | Download all sttschments (ZIP format) v

The number tells us how many attached files there are in the email.
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The list of the files will appear when you click the icon~, then a window with all the attached
files will appear.

4 piéces jointes

slides réunion.odp CR-Reunion mensuelle.pdf roadmap-Q3.ods

-

A formulaire inscription.odt

You can choose to:

O Display every file individually.
O Download every file individually
O Download all files on a zip file.

22.4.3. Manage a vCard (.vcf file)

One VCard is a virtual visit card. Once a VCard is detected inside an email, you will be
informed with a banner with the text “This email contains one contact file".

If you click the name of the VCard you can:

O Save the contact on your address book, or update the information of a contact
you already have.

O Send a message to this contact.
0 Download the file to your computer.

Ly
test
Date : 14/05/05 04:27 PM

This email centaing a contact card: | Adélaide Durandet

Add to address book
& One attachment |_ Mew email to “Adélaide Durandet *

Adélzide Durandet ve Download “Adelaide Durandet .vcf

3| 157 Bytes
Downlocad Cpen

2.25. Search a message

2251 Quick search

After select a folder, you can write on your search field, placed just over your folder
arborescence menu, in order to make a search of this keyword on the messages of that
selected folder. To make it, after writing the word just click the lens icon or press “enter”
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Search Q

2.252. Advanced search
If you click the button advarnced at the search bar, you can access to the next window:

Search Q advanced...

1. Complete one or more lines on Message fields with a word or exact expression (Ex:
you look for an email with « Meeting confirmation appointment> if you write in the

fields Subject or content «Meeting  asencea searc x
confirmation” without the word “"appointment™ v [l
the search engine will not return any message, . Bow
then its more recommended to write only oo 3 o
“appointment” or ‘meeting”) B et
2. Select one or more folders on Folder. To select
more than one, just keep pressed the CTRL = - S
key., while click on the folders you want to ey a
select. If you hold the SHIT key, and select one "ot ]
folder, then click another one to select all the

folders between this two selections.
3. Click on Search.

2.26. Manage the confirmation receipts

2261  Send an email with confirmation recejpts

The sender of the email can ensure that the email has been opened by the addresses, by
selecting the option Return Receipt on the Options menu.

2g5age Options ~
Priority ¥ () High
Return Receipt © Normal
+| Save emailin *Sent” folder | () Low

line workspace

Even if you demand a confirmation receipt, it's not completely sure you will receive one, even if the
message has been read. Sometimes, the messaging software or the webmails cannot detect this option,

and then are not managed, or even the addressee can decline to confirm it.

Copyright Alinto 2014 Page | 13
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22.6.2. Receive a confirmation recelpt

By default, your mail is configured in a way that let you choose to accept or refuse the
reception confirmation.

KA

'3 % -~ @« | QO @ b
test @
Date : 14/05/05 04:32 PM
To: admin@marty.alinto.net

The sender of thizs message has requested to be notified when you read it. Do you wish to notify the sender Send lgnore

?

On the Settings, option messaging, line Customization, you can select to automatically
accept or refuse all the confirmation demands that you would receive.

2.2.7. Message priority

By default, all the sent messages have a « normal » priority. But, you can select manually
the priority of a message, adjusting it to « high » or «low »This will indicate to your
addressee that the message has more or less importance. In order to do this you have to
click on Options and then select the Friority.

B T Options
Priority k High
Return Receipt O MNormal
+|  Sawe email in *Sent” folder Low

iline workspace

The priorities are marked with the next icons:

n© Important priority
O Low priority

Apart from that, a small banner under the message will inform about the priority level.
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Npolin & 2404114 15:02
Image large
Npolin O ::04121442

Mail important avec accuse de reception

Microsoft Outlook 24/04/14 11:15
Messaqge test Microsoft Outlook

Microsoft Outlook 22/04/14 17:02
Message test Microsoft Outlook

Microsoft Outlook 23/04/14 18:59
Messaqe test Microsoft Outlock

(a1}

om
(a1}

Microsoft Outlook 22/04/14 1
Messaqe test Microsoft Outlook

Npolin 23/04/14 16:28
Test alias

2.2.8. Copy of sent emails

By default the sent emails let a copy stored on the folder Serl. If you don't need to keep a
copy of all of this messages that you send, just un-select the option save email in Sent
folder .

Prigrity 3
Return Receipt

+'| Sawve email in *“Sent” folder .

2.2.9. Delete one or more emails
In order to delete one or several emails, you need to select them and:

1st Possibility, click on ||

]E[ Delete

2" Right click and then click on

3" Select the emails you want to delete and drag&drop them into the “thrash” folder

The elements you delete will be stored in the folder 7/7ash. To delete in a definitive way,

. . Empty folder... r
right click on the folder, and choose to

To recover the messages of this folder, you can drag them to another folder.
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To eliminate all the messages from a folder you only need to use the option

Empty folder... -

The content of a folder that has been purged is immediately deleted, and is not possible to recover the
content. Contrary to this, if we delete the messages with the button “Delete”, the messages will go to the

thrash folder.

2.2.10. Move the emails

In order to classify your emails, you can select them by checking the checkboxes at the
left of every message, and then Drag&drop them in the desired folder. The next icon will
appear, with the number of the messages you are moving:

[n] Trash

l‘-—ltes{z\\se
2,211 Configuring the mail

Clicking the button 'n' placed on the upper-right part of the webmail, option rmessaging,
you can change the configuration of your inbox.

22111,  Administrate your filters

Your filters. In order to organize your new messages and classify them in a quick way you
can administrate some filters.

Inside this option you can configure the forwards, automatic notifications, etc..

Back to the list

Fitter name :
Execute fitter : | If all conditions are true v

The fitter is enabled.

— Condition C&
Field Condition Value Edit
No items to show.
+
— Action
. Action Parameter f { Edit
No items to show.
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To create a new filter, you need to fill the next fields:

Q Filter name: In order to organize your filters
Q ELxecute filter: Conditions when the filer apply:

o Always
¢ |f one condition is true
¢ [f all conditions are true

O Acl/ive: Check it to activate or deactivate your filter.

Q Condition: To indicate that the filter applies on :

- contain !
Subject -
contain
Subject v does not contain
Subject starts with
Content ends with
Cize gxists
Sender does not exist Valeur Editer
Recipient squals
Copy not equals / E

Q Action: If the conditions are true, it will make the next action :

Action

Put into the folder
Forward

notify

Send a message
reject the message
Delete the message
Stop fitering

Put in the folderthe message in the folder you select
Forwardto your desired address

Notify to your selected address

Send a message

Reject the message

Delete the message

Stop filtering

22112 Email's signature

You can add a signature under all the messages you send. In order to help you to create
your own signature, you can use the help of the toolbar.
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Your coordinates are automatically inserted in a new message

e BDBIRAIEE - =

This is your Sgnature

& |E B = : Fomat [ Nomal ~ | Font | Size S|l BT U s X, x2S AT

m Cancel

If you want to put an image on your signature, you must insert the URL where the image is stored (ex.

http://www.alinto.com/logo.png).

2211.3. Choose the display disposition of the interface

Customizatiorr. Choose between a horizontal or vertical display. In order to apply the
changes, you must logout and login again to your webmail.

2.3.Calendar

3 different displays are available for the calendar:

a Day
a Week
O Month
0 Agenda

To change between them, just click on the tags at the upper right part of the calendar.
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78 avri 2014 4 i 20 supueanul | sournée [EEY Hos Pannng
wnsize sz mercreai30 oo sz samea smancre s
Ex
L
0%
e | 19 meitrse
2%
ne® -
"
™
8%
700
1%
9
0%
4 mai2014 » Aujourd’hui ‘ Journée Semaine UL Planning
Lun Mar Mer Jeu Ven
) B 1
14:00 invit nico
5 6 7 8
12 12 14 15|
19 20 21 22
4 Tue, Mayg » Today | Day Week Month
Tue, May 6
B AN 9 AM 10 AM 11 AN 12 PR 1PK ZPM 3PM 4 PW 5PK 5 PM T PR &P
My calendar

To recover a display of the current day, click on “Today”

It's possible to print your calendar. Click on the button *** then select prinilocated in the
upper right part of the calendar.
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2.3.1.Add an event

In order to add an event to your agenda, you can use the &) New Event button and
chose new event, or directly click on the time interval you desire.
In order to select several hours or days, just hold the left click and drag your selection until
you obtain the desired result.

The next window will open:
Nouvel événement x|

Nom:

Agenda : Mon agenda v [7] confidentiel

Lieu :

Enregistrer Annuler

Only the essential fields will be opened, allowing you to administrate your events in a quick
way:

Q Name Event title (ex : Work brunch)
Q Access: The event can be;

e Public can be seen by all the persons that has access to your agenda (via sharing agenda)
o Confidential or private. It's only visible to the participants of the event. It will appear that
you are not available during this time interval.
O Agenda: If you have access to others agendas via sharing, you can select to
which agenda the event will belong (your agenda, or one of the shared ones)

In order to validate your event, click on.

To return to your agenda without keeping the changes you have done, click on'* .

To access to the advanced settings, click on more detalls. The next fields will appear:

a Name Name of the event.

Q Starting adate / end date + times: you can introduce the exact date, or just select it
with the help of a calendar.

Q Description

Q Place
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Mew event =
Name : |

— Main — Schedule

Agenda © | My calendar v [] confidential Start date : | HH:MM

[T important End date : | HH:MM
— Extras I:lwme day
Place — Motification [}
days hours minutes
Description :

Q Agernda:(See above)

Q Whole day. If you select this option, the time parameters will not be taken into
account. Will be the starting and end dates configured into the Settings the ones
that will be applied.

Q  Notification: This is a reminder of the event. Will be sent to all, the participants.
Examples :

= 2 days before the event
= 3 hours and 30 minutes before the event
= 20 minutes before the event

Q Tag Farticipants: To add one or more persons into the same event, You can select
one contact from your address book or from your directory of your company. You
can also directly add an e-mail address.

Once you have done this, the contacts will receive an invitation via email. With the column
Status, you can see if the contacts will attend or not.

=  The contact will attend the event
=  The contact will not attend the event
= The contact have not accepted or refused the invitation.

To remove a participant, you can click the next icon @‘.

O Tag Repeatl This space allows you to configure a repetition in order to make an
event recurrent.

e Type of repetition :

None
=  Daily
= Weekly

=  Monthly (by day)
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=  Monthly (by date)
= Yearly
e End date of repeat
e Repeat type: This field represents the repetition interval of the event.

Example of one event that repeats every 2 weeks, on Thursday until 2015.

New event X
Repeat interval : | Weekly » |:| Monday
End date of repeat : 2014/05/05 [ [l Thuesday
Repeat type : 2 [C Wednesday
Thursday
|:| Friday
|:| Saturday
|:| Sunday
-

2.3.2. Shared agenda

You can access to your colleagues planning if you have the rights to consult their
agenda.

There are two different kind of rights :

O FRead: This right only allows you to consult the agenda, but not to modify it.
a Wrie : Apart from the read rights, this right allows you to create, end, and modify
the events of this shared agenda.

&) Nouvel événement < 2Bavril2014-4mai2otd > Aujourdhui | Journée ([EEEER Mos Panning

Mon agenda
M Agenda collaborateur

- 08:00 Evénement réourent

To display or hide the agendas of your colleagues, activate or disactivate the checkboxes
on the left side of every agenda title, or just right-click on your agenda, and then

Dizplay settings F

Share...
To share your agenda with more people, just click on
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Click on Add to enter the e-mail address of one colleague, and give him the rights you
want, read or write:

Folder’s sharings : My calendar

demo@marty.alinto.net Write jmf

Add a sharing R

2.3.3. Settings
In order to access to the calendar settings, you must go to the upper-right part and click
on:

T Print...
| ﬁ Options...
Click on “Settings” to access to your calendar settings:
X
Day from: |09:00 AM v |
to:|07:00 PM et
Week starts on : jMonday v
# Public

Events default access :
Cenfidential

Show week-end
Show widget

Day frorm:. Define the working day duration.

Week starts orr. Define the first day of the week.

Lvents default access: Allows you to modify the default status of the events
when you create them, between public or confidential

Q Show weekend: Allows you to display or hide the weekend days.

a Show widget. Allows you to display or hide the mini-agenda.

D00
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2.4.Contacts

The tag contacts is organize in different levels (depending on the options you chose and
the created groups):

Q Directory. The directory reunites the common contacts of your company. The
relative informations of every contact can be consulted by double clicking on
them. The cards can only be read, not modified, removed or exported.

a My contacts This option has your personal contacts. In order to increase this
ammount, you can create your own contacts, or import them via VCF files.

Q Shared contacts: If you have the collaborative pack, you can access to the
contacts of your colleagues, who previously shared them with you.

2.4.1.Create a contact
There are 3 different ways to create a new contact :
O Right-click on one sender allows you to display a menu, where you can select
Add a contact Click it in order to display the card with the fields to fill
O Clicking the button New contact,

O On the tag Contacts, then select My contacts or one of the displayed groups : then
you can right-click and select the option New contact.

2.4.2. Administrate your contacts
Selecting a contact you will be able to:

O Modify (right-click on # &= beside the names on the list)

0 Move (moving the contact to a different folder). You will be able to move the
contact (deleting him from the initial folder) or just copy the contact in the
destination folder (keeping it on the initial folder also)

QO Delete the contact (selecting it and then click on delete icon 0| or by right-click)
O Print (Selecting the contact and then click on Print)

O Export by clicking on L
Selecting more than one contact you will be able to:

a Move

O Delete the contacts (selecting them and then click on delete icon 0| or by right-
click)
O Print (Selecting the contact and then click on Print)

O Export by clicking on ke

2.4.3. Search a contact

In order to access in a quick way to a contact, you can use the field Filter, at the upper-
right part of the interface. This field will allow you to make a research of the info you want:
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First select the fielder where you can make the search, then enter a keyword in the field
filter) then click on the icon#~.

2.4.4. Create a mailing list

Each user can create and administrate their own unlimited amounts of mailing lists. Each
one can have until 50 contacts (indicative, can be adapted if necessary).

To create one, select, My Coniacts then right-click and select new mailing list. The next
window will appear:

Mew mailing list >

Name of your list:

Enter the Title you want, then click on Save Once your list is created, you will be able to
add the contacts using one of the 3 methods we have seen before.

The names of your mailing lists are only visible if you put the address on the fields fo or CC when you

send a new message. If you put it in the field BCC the title and the addresses will not be visible.

2.4.5. Copy of contact cards

You can also copy (using Drag&drop) the Coniact files of your contacts from your shared
agendas or directory to your own agenda.

2.4.6. Share the contacts

Depending on the rights you have, you would be able to have access to the contacts of
your colleagues.

There are 2 kind of rights:

O Fead You have access to consult an address book, but not to modify it.
a Whrite Apart from consulting it, you can modify the contacts, or even delete them.

To authorise to share your agenda, make a right-click on your agenda, then click

Share...

Click on Add and then introduce the e-mail address of the person with who you want to
share your agenda (read or write right)
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Folder’s sharings : :contacts

nico@marty.alinto.net Nrite mj

Add a sharing B

2.5.Files

This area, that can be reached clicking the tag with the same name, is a file storage space.
In this space you can:

O Keep in hand the documents you usually use.
Q Easily send this documents via email (even heavy ones) as attached files.

Right-clicking over a file you will have several options:

Caldav Android_txt 03:27 FM
. Download
Rename...
=4 Send by mail
#0) Downloads history

Refresh

Cut Cirl+x
Copy Ctrl+c

[4] Delete Del.

To keep a file on your webmail, click on the button Upload a file Then click on “Browse”
and select a file from your computer. The file will automatically load.

Thanks to the progress bar a . you can display the available space is left in
the system. You can find this bar in the inferior-right corner.

In order to improve the organization, you are able to create your own folders.
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The Altached files folder has all the files that you have been sending as attached files in
your emails, or the documents that you have downloaded, and then will be able to add as
attached files in your emails.

You can manage your dossiers, creating a hierarchy, creating a tree structure with them.
You can move your files through them using Drag&drop method.

You can rename your folders and files, just by right-clicking and selecting “Rename”.

Once you click on a file, one display window with the file details will open. You can also

introduce a description for the file if you desire.
Caldav Android txt ,
Content type: text/plain I},
Created: 14/06/06 03:27 PM {admin@marty.alinto.net)
Last update: 14/05/05 03:27 PM (admin@marty.alinto.net)
Size: 78 octets
Owner: admin@marty.alinto.net
Path: !

Permissions: Administration

The download history from a file appears when you DoubleClick one file.

Your coordinates are automatically inserted in a new message

i o | EEE L aiis e

) |E & =% romat | Nomal | Font | Size S| B T U s Xy X2 e AT

This is your Sgnature

m Cancel

Shared files: You can access to the files of your colleagues, who previously shared this

content with you using the option  ereesr-
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As we seen before, there are 2 kind of sharing rights

Read
Write
Write + delete
Administration

ooood

Folder’s sharings : My files

Members of the marty.alinto.net group Read ]ﬂ[

Add a sharing o

3. Distant Access

The different services proposed by Webmail AMSP are equally available with other
devices, like tablets or smartphones, but also on messaging clients (like Thunderbird or
Outlook).

3.1. Access to the mail

The mail part, that is to say, the delivering of the messages via the POP or IMAP protocol
and the sending of the messages via the SMTP protocol, can be used in the distance, with
the mobile devices as tablets or telephones, or different software as messaging clients like
Outlook or Thunderbird.

In order to connect you will need to know the URL of AMSP in order to configure the
different servers. If you don't have this information, contact to your administrator.

Depending on the protocol (POP/IMAP/SMTP) the used port will be different, but the
Virtual Machine address will remain the same. For example, if the URL of our VM Alinto
Mail Server Pro is mailamsp.netthen the configuration will be:
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Thunderbird

Mail Account Setup | 3 |

Your name:  Demo AMSP Your name, as shown to others

Emnail address:  demo@mail.amsp.net

Password: wsess

Remember password

Configuration found by trying common server names

Server hostname Port S5L Authentication
Incoming: [IMAP = | mailamsp.net 143 - ’None v] lemal password v]
Outgoing: SMTP mail.amsp.net * 25 A ’None v] lemlpassword v]
Usernarne: demo@mail.amsp.net
Get a new accaunt] [&dvanced config Re-test ] [ Done ] [ Cancel
Outlook
Ajouter un compte

Parameétres de compte POP et IMAP
Entrez les paramétres du serveur de messagerie pour votre compte.

Informations sur I'utilisateur Tester les paramétres du compte

Nous vous conseillons de tester votre compte pour

Votre nom : \Démo AMSP
) vérifier que les entrées sont correctes,

i
Adresse de messagerie : jdemo@mail,amsp,net \

Informations sur le serveur
Tester les paramétres du compte ...

Type de compte : | IMAP

| Tester automatiquement les paramétres du
compte lorsque le bouton Suivant est utilise

Serveur de messagerie entrant : 'mail.amsp.net
Serveur de messagerie sortant (SMTP): | mail.amsp.net ‘

Informations de connexion

Nom d'utilisateur : |demo@mail.amsp.net ‘ Courrier a conserver en mode hors  Tout
Mot de passe : jnmn,l ‘ connexion :

Mémoriser le mot de passe

[ Exiger I'authentification par mot de passe sécurisé (SPA)
lors de la connexion

Paramétres supplémentaires... ‘

| < Précédent | Suivant> | | Annuler
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Mobile 10S
eeee0 Orange F & 15:34 o )
Annuler Nouveau Suivant

IMAP POP

Nom Demo Amsp
Adresse demo@mail.amsp.net

Description mail.amsp.net

SERVEUR DE RECEPTION

Nom d’héte mail.amsp.net
Nom d’utilisateur demo@mail.amsp.net

Mot de passe eeeecee

SERVEUR D’ENVOI

Nom d’héte mail.amsp.net
Nom d’utilisateur demo@mail.amsp.net

Mot de passe eeeeee
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3.2.Access to Drive

If your account has access to the file storage module Drive, you will be able to access to
this space remotely. If you only has access to your mail and the Drive module is not active,
please contact with your administrator.

This area can be reached remotely, here you have the process to configure it in windows.

1. First we have to go to "“Computer, then select "Map Network device’

QQ |/ s Computer »

n Search Computer

Organize v System properties  Uninstall or change a progra

0 Favorites “, 4 Hard Disk Drives (2)
Karlo Chua B Desktop Local Disk (C)
& Downloads =
Documents | Recent Places 8.91 GB free of 97.5 GB

| & SkyDrive 4 Devices with Removable Storage (1)
%7 Dropbox

Pictures

i; €D Drive (E)

Music
|| @ Libraries = i
Computer | = Documents
& Music
Network | & Pictures
=) Subversion
Control Panel B videos
Devices and Printers
«& Homegroup
Default Programs
1™ Computer
v :
All Programs Help and Support &, Local Disk (C)
| calocalDisk(®) «
T |
[15earch programs and fites 5| BEXTEZI0 I USER-PC Workgroup: WORKGROUP Memory: 200 GB
= b & Processor: Pentium(R) Dual-Core ...

2. Click on the link "Connect to a Web Site that you can use to store your documents
and pictures™

N\
&) & Map Network Drive
What network folder would you like to map?
Specify the drive letter for the connection and the folder that you want to connect to:
Drive: (& z
Folder: | ¥: Browse...
Example: \\server\share
¥ Beconnect at logon
Connect using different gredentials
Connect to a Web site that vou can use 10 store your documents and pictures,
Cancel |

3. Follow the on-screen instructions and click next:
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@ Add Metwork Location dd Metwork Locaticn

Welcome to the Add Network Location Wizard Where do you want to create this network location?

This wizard helps you sign up for a service that offers enline stora
to store, erganize, and share your documents and pictures using
connecticn,

MSM Communities

al use,

Choose a custom network location J
site.

‘You can also use this wizard to create a shortcut to 2 website, an | -....opecify the address of a website, network location, or FT

4. To the network address, insert the IP or the CNAME of the Virtual Machine AMSP
(Contact with your administrator if you don't have this information), and right after
this, write /webdav.

For example: https.”/CNAME/webdav

1 [E

| Specify the location of your website |

Type the address of the website, FTP site, or network location that this shortcut will open.

Internet or network address:

J\ v Browse...

Examples:

\\server\share (shared folder)
http://webserver/share (Web Share)
ftp://ftp.microsoft.com (FTP site)

View examples

5. Click on “Next” and now you will need to insert your “User name” and “Password”
that you normally use for login into Drive.

P ’ — .
Connect As... - g
By default, you will connect to the network folder as
shogunPc\Cip. To connect as another user, enter their user
name and password below.
User name: ﬁ 7 v ?T.‘ [ Browse... |
Password: sene
[ ok ][ cancel
L -
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6. Select a name for your space:

= N X

What do you want to name this location?

Create 2 name for this shorteut that will help you easily identify this network location:

Type 2 name for this network location:

7. Once you do this, you will be able to have access to your storing space Drive
directly from “Computer”, it will appear a new “Network Drive”.

%:Iﬁ  Computes

Organize v System properties. Uninstall or change a program Map network drive % &= i @ |

¢ Favortes %, 4 Hard Disk Drives (3)
05(C) Data (F)
17 — <

'& Homegroup - Microsoft Office Click-to-Run 2010
A Hermit = /' (Protected) (Q)
& osc) Devices with Removable Storage (8)

& DVD RW Drive (D) 4 Network Location (1)
4 80-RE Drive (€)

Other (0)

You will be able to access to your online space to add, modify or delete your files and
folders inside there. Every action will be synchronized with the servers, and changes will
be inmediatelly applied. You will be able to access to the server by using the module
‘Folders” in the Webmail.

IMPORTANT:

In order to access to your space Drive using this webdav protocol, the use of https.// is
mandatory with Windows 7 and superior versions. Howevem each Virtual Machine AMSP
is totally unique, then, we are not able to provide a unique certificate for every one of them,

Because of this, in order to make this work, you have a valid certificate for the CNAMe that
you use for your Virtual machine AMSP. In caes you have any questions, contact your
administrator.

If we don't have any valid certificate,nevertheless, it's possible to force the acceptation of
your Webdav account in windows, by modifying a registry key.

Click on the" Start” button, then enter "Regedit” on the search space:
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x|

| Arréter | »

Navigate until you reach the next registry:

[ HKEY_LOCAL_MACHINE\SYSTEM\CurrentControlSet\services\WebClient\Parameters ]

Modify the registry key:

BasicAuthLevel => replace the value 1 for 2

User Guide of Alinto Mail Server Pro [FAeldl5!

Q Editeur du Registre - EM
Fichier Edition Affichage Favoris 7
b Vss * || Nom Type Données
i VUAgent 28] (par défaut) REG_SZ {valeur non définie)
' mzf‘:‘ %5 AcceptOfficeAn... REG DWORD 0+00000001 (1)
Qb vwifimp = REG_DWORD 000000001 (1)
o L) W32Time 4] ClientDebug REG_DWORD 0x00000000 (0)
oo b Wasve 24 FileAttributesLi..  REG_DWORD 00004240 (1000000)
1 WacomPen 34 FileSizel imitInB... REG_DWORD 0x02faf080 (50000000)
5Ll WANARP 34| IntemetServerTi.. REG_DWORD 0:0000001e (30)
> ) Wanarpvb I;'_-ﬂLn(alServerT\rﬂe..‘ REG_DWORD 0x0000000f (15)
bo ) WatAdminSve f;'_-ﬂSendRecawaTlm..‘ REG_DWORD 0x0000003¢ (60)
. whengine EﬁJSENEI’NDtFUUI’]d.H REG_DWORD 0:0000003 ¢ (60)
b . WhioSrvc Iﬂo’]SeNiceDabug REG_DWORD 0x00000000 (0}
b)) wenesve f_ﬂSeNiceDH REG_EXPAND_SZ %SystemRoot?s\Systern32\webcint.dll
b | WesPluglnService 24 ServiceDllUnloa... REG_DWORD 0:00000001 (1)
bl Wd 34|Supportlocking  REG_DWORD 0x00000001 (1)

o by Wdf01000

b)) WdiServiceHost
b WidiSysternHost

4- || WebClient

“ ]| NetworkProvider
. Parameters

.> - 1. Triggernfo
Warennr

< |

rr} |

L3

< |

1

Ordinateur\HKEY_LOCAL_MACHINE\SYSTEM\CurrentControlSet\services\WebClient\Parameters

3.3.Calendar

Your calendar is available via Webdav protocol too. You can, for example, configure it on
Thunderbird in order to synchronize your events with the server and consult them, or by
the client or via Webmail.

In order to configure your calendar on Tunderbird, you need to have a plugin called
“Lightning”. The steps to follow are the next ones:

In the section “Calendar” right click and select "New calendar”, then select "On the

network”
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Create New Calendar @

Create a new calendar

Locate your calendar

Your calendar can be stered on your computer or be stored on a server
in order to access it remotely or share it with your friends or co-workers.

) On My Computer

@ On the Network

Select “Caldav”. The URL to introduce depends on the IP or the CNAME of the vVirtual
Machine AMSP, if you don't have this information, contact your system administrator.

If our CNAME is mailamsp.net, this URL will look like this:

https://mailamsp.net/webdav/demo@mailamsp.net/calendar/default

Create New Calendar &

Create a new calendar
Locate your calendar

Provide info about what is needed to access your remote calendar

Format = iCalendar (IC5)

© ) CalDAV

() Sun Java System Calendar Server (WCAP)
Location:  il.amsp.net/webdav/demo@mail.amsp.net/calendar/default

[] Offline Support

[ <Back |[ Nea> | [ Cancel |

Click on "Next", then chose a name for your calendar, and a color that would represent
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| Color: @

your events in this calendar:

Create New Calendar ﬂ]

Create a new calendar
Customize your calendar

You can give your calendar a nickname and colorize the events from
this calendar.

Name: Test Agenda AMSP

Show Reminders:

E-Mail: | =

< Back ” Next > ]’ Cancel
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