Usar Manual for VO: Webmail

Jali ioffice

Virtual Office Webmail

This manual will guide you through on the settings and the feature for webmail. The covered topics are:

— Create folder for the mailbox
— Address book

- Rules

- Options VO:
- Statistic

— Junk settings

- Mailbox settings

- Mail format options
- Mail threads

Ti psé

Create a new folder in your Mailbox

For create a new folder, please go to: Mailbox Manager ?
Virtual Office > Email Inbox
| # Compose Read
I [ Text] [HTML] Draft
Folders Edit Sent
inbox. Deleted
o e T
% gra‘;t Click hereto add
en
&7 Deleted [ Empty ] new folder Rewvert | Save Changes Enter afolder name
&5 Junk [ Empty ]

__Congfiguration
Folders

=
[l=k
## Rules

Follow the sequence below and you will be able to manipulate

©o -0 —0

New Mailbox:

Sales|

i :::s:i Refresh Panel |
“4 Junk Setting Click Createto
Tools [-] Subscribe to mail grou proceed
§ sMs History [T info ,
|_] Motepad I_mafketlﬂg
[T} Bookmark [T newgroup

I~ support

; Filter Figure 1b
Figure 1a
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# Compose
[Text] [HTML]

Folders Edit

[Ty Inbox
(=) Read

[ Draft

[ Sent

&7 Deleted [ Empty
&4 Junk [ Empty
L l-]

A folder caled
Sales created

Congfiguration |[-]

5 Folders

[E Address .

2 Rules Click these arrow to
=] Options

i move the fol der up or
L Junk Setting down

Tools [-1
[ SMS History

] Motepad
[[T] Bookmark

Mailbox Manager #

Inbox
Read
Draft
Sent
Deleted
Junk
A T ISaIes

Delete

Revert | Save Changes |

New Mailbox:

I Create |
Refresh Panel

Subscribe to mail group: Click hereto go to set up
[~ info .

I~ marketing the rulesfor your mailbox
B (thistopic will be discuss

. later)
Filter I
Figure 2

Figure 2 showed the screen after the folder created.

Address Book

Address book, as per its name which allowed you store all of your contact within it. Address Book work
closaly with Junk mail filter. Junk filter will detect the mail as a junk or not base on the existence of

contact under the Address Book.

Click on Address on the left panel, and a page as below will be open up.

Address Book

Delete selected
record(s)

Field | Change View

Click hereto
create new
record

Import/export
your record here

record

Nick/Group Email
1 [~ @ & Bernard

You may create
acustomfield
for your contact

I 1/1 I Flter I

Mobile
bernard@ afteroffice.com

Filtering option
allowyouto filter
your desire record

Figure 3

changethe view for the
table above. Can display Z Edit the record
more field under the table ik Delete this record

above
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Import/Export Record

The embedded Address Book allow user to import records or import the records from Microsoft
Outlook Express Address Book. User also can export out the record as a back up. The Address Book of

VO support for CSV file format only.

£\ http:jfivo.lookafter.comjegi-binfvo/SID214694967hzrvgjullo83 | [

Address Book Import and Export ?

Import

1. Select a CSV file (How td Export from Outlock Express
Browse...

2. Empty the existing address book before import?
" Delete all records before import the new one.l

3. Click to import now

Import
Click here to import

the selected CSV file

Export
Export to CSV file (Outlook Express).

Export Now |

] [ Close ]
Click hereto export
al of your existing
record from Address
Book
Done
Figure 4

Add anew record to Address Book

Click hereto learn the
stepsfor exporting
Outlook Expressrecords

Browse for the CSV file
which need to beimport

If this option checked, the existing
record in the address book will be
del eted after the import process

For adding a new record to your address book, you may follow the steps below:
Address Book 7#

MNick/Group Email

L i & Bernard
Delete |
Import/Export W_ o

1/1 Rlter |

Mobile

bernardi@afteroffice.com

Figure 5

-0

Click on New Record, and you will be lead to the page as below (figure 6):

Written by: Bernard Chong



Usar Manual for VO: Webmail

Jali ioffice

MName

Email*

Address

City

Zip
Country
State
Company
Job Title
Dept
Office Tel
Home Tel
Office Fax
Home Fax
E* Mobile
Pager
Web URL

Remark

Nick/Group IBernard

IBernard Chong

bernardgatteroffice. com

Unit 3A-856, Block AL, LCS
9 Jalan PJS 8/9.

IPetaIing_]aya

I4515O

IMaIaysia

ISeIangor

IAf'terOf'fice.com

IIT Support

||T

|603-?8??4580

|
|603—?8??4?80
|
|
|

Ihttp Jiwwew.afteroffice .comy

any Remarks|

Updateo

Figure 6

Fill up the required field for this record, and
click Update to proceed (figure 6).

Web URL Ihttp:jfvw.afteroﬁice.camf
Any Remarks
Remark
Gender  |malel
Update |
Figure 7

Note: The field name in Italic which isthe customfield set by user (figure 7).
Learn how to add a custom field to Address Book record on the next page (figure 8 & 9).

Written by: Bernard Chong



Usar Manual for VO: Webmail

Jali ioffice

Custom Field
Address Book

Click hereto add a
customfield

Delete |

Import/Export | New Record

Custom Field | Change View

|ﬁ http:,.Wo.|00kafter.comfcgi—binh.-ofSlD214594| [}‘]

-

Custom Field

Gender

Update |

, use only a-z, 0-2 and
ore (do not starts with
underscore though).

[ Change View | Close ]

Nick/Group Email

L iy & Bernard

[4]

Done

Figure 9

lfll F|Iter|

Mobile
bernard@ afteroffice.com

Figure 8

Click Custom Field, and a page as beside (figure 9) will
be display. Enter the desire field name into the prepared
column and click Update to proceed.
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Change View

Address Book
1/1 I Rlter |

Nick/Group Email Mobile
L iy & Bernard bernard@ afteroffice.com
Delete |
Import/Export | New Record | Custom Field
Figure 10

Ason thefigure 10, we can see the record only show Nick/Group, email and Mobile field under atable.
User can add any desire field to the table, in order to display more necessary information. Click
Change View, and a page as below will be display.

[+ Nick/Group (nick)
[« Name (name)

Select the field you wish to appear in the table, put a check on the check

I~ Email (email) box. Let's pick Name, Email, Address, Job Title, Office Td, Office
[~ Address (addr) ) ) ) )

I~ City (city) Fax, Mobile and Web URL as the needed field. Figure 12 will be the
I~ Zip (zip) .

[~ Country (country) result page after the view change.

[~ State (state)

[T Company (company)
% Job Title (job)

[~ Dept (dept)

[~ Office Tel (tell)
[T Home Tel (tel2)
[« Office Fax (faxl)
[T Home Fax (fax2)
[+ Mabile (mobile)
[~ Pager (pager)

= Web URL (web)
[T Remark (rmk)

[~ Create (crtime)
[~ Madify (mdtime)

71D (uid)
M Gender
New field added to the
Update
_Update | table
Figure 11
Nick/Group Name Email Address Job Title Office Tel o©Office Fax Mobile Web URL
L b ¢ Bernard Bernard Chong bernard@afteroffice.com Unit 3A-66, Block A1, LCS[EF]9 Jalan PJS IT Support 603-78774680 603-78774780 http:ffwww. afteroffice.com/
8/9,
Delete IUpdated

Import/Export | Mew Record | Custom Field | Change View

Figure 12
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Rules =

U

ser can set rules for al incoming email. The email which send to Support, this particular email will

move to Support folder automatically, for instance. For setup Rules for your mailbox, please go to:

\%

irtual Office > Webmail > Configuration > Rules

Mailbox Rules 2

Keyword (3 min, 48 max)

1. |Support e  Move tOISuppur‘t | " Marked as Read [ NotJunk
2. |sales [~ Move to | sales ~| " Marked as Read [ Not Junk

Apply Rules when opening:
I~ Apply Rule in POP3 accesw\@
[~ Execute Junk filter firs
K@ Save |

Apply Rules now to Ilnbnx v‘ Apply MNow |

Folder

Figure 13

a) Enter key word hereto allow system recognize the pattern

b) If this option checked, all the email contain key word which set a (a) will move to the folder which set at (c)

¢) Thedegtination of the email

d) If this option checked, the email will marked as read mail after move into the destination

€) If thisoption checked, all email contain the keyword set at (a) will not detect as a junk

f) While browse/navigate to the folder define here, the set rules will execute

g) If thisoption checked, the set rules will apply to the POP3 access

h) If this option checked, junk filter will execute first before the rules apply

Select afolder here, and apply rulesto it
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Options[=

For setting up the mail options for your mailbox, please go to:
Virtual Office > Webmail > Configuration > Mail Options

Mail Options 7

[+ Redirect incoming email:

List of email address to redirect:

bernard@lookafter.com

[+ Keep incoming email °
Warning: All incoming email will be lost if this is off (unchecked).

Turn this off only if you have redirect on.

Type Return after each email address

["Enable auto reply
Prefix add to subject:
IAuto: out of office 3
Body of reply:

Hi there,

I will not be in the Office from 11 >

November 2007 to 18 November 2007. If you

have any issue in urgent, please kindly

contact my colleague Bernard at:

bernard@lookafter.com J

[+ Quote part of the sender email‘\e
Auto reply to all your incoming email.

Good when you're going for long vacation and unable to check mail.

Do no use this option if you have subscribed to mailing-list.

Figure 14a

a) Redirect incoming mail

Black list

[+ Block the following email, separate each email with new line

abc@abcenail. con|
Webmail options 4/@
[ Go next unread after delete.

While reading a message, show next unread message in "Inbox" after deleted.

[~ Auto Inbox to Read. €—

Move message form "Inbex" to "Read" mailbox after reading.

["Forward as text when possible.
Attempt to forward email as text when applicable.

[TDon't use Auto-Complete while composg, email
[“Show partial email content (beta)
Show part of the email content while viewing the mail in list.

Mouse over the email subject to see it.

Save |

Figure 14b

All of the incoming mail will be direct to the email address under the list

b) All incoming email will belost if thisis off (unchecked). Turn this off only if you have redirect on

c) Enableautoreply alow auto reply all incoming email when the user is not available (not around)

d) Thetitle and content of the auto reply message

€) If thisoption checked, part of the sender's email content will be quote on the auto reply message

f) The email address which have been black listed will list down here. All the black listed sender email will be blocke by

the system

g) If this option checked, once an email deleted, user will be direct to next unread email

h) If this option checked, all read email will move to Read folder

i) If this option checked, attempt to forward email as text when applicable
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j) If this option checked, auto-complete will not apply whilefill up the recipient field

k) Show partial email content  While the cursor move over the subject of the email, partial of email will be display on a
pop-up screen (refer to figure 15)

E“E Inbox =| «PRefresh (@ Emall | [§7SMS | & Mailbox Setting | @@ Help
40,5 K/5.00 MB

[* # Subject Email wDate Size Priorit
™+ fou leave applif| 2RED | Reply | Fwd | Edit | Delete | Turn Off bernard@lookafter.coml0/19/07 0.7 K

You leave application was Approved - bernard@lookafter.com
[~ Select all [

ao to eleave
You leave application was Approved

, i ; )
. _SMS _Mailbox Setting
ﬁ Approve by : bernard @ Email | ’] SMS | w& Mailbox Settin
Leave Twpe : Annual leave

Submit Date : 2007-10-19
Applied Date : 2007-10-19

Total number of unit : 1 Day Part Of the emall ShOW on
Remark : Holiday .

screen while mouse over
Status : Approved —_ .
Remark the wbject

Please login your virtual office to view/ update

Figure 15

Statistic [l

Virtual Office webmail embedded a feature allow user to trace the statistic of the email for today, 10
days, and 30 dyas.

Go to: Virtua Office > Webmail > Configuration > Statistic

Py Email Domain Email
Day 10 Days 30 Days

Date|2007-11-22 = show

Log: 20071122

B Email Traffic %)

e - Figure 16a showed the mail
— statistic for daily

W Junk-Reject 0.00

i

* Junk: Email Junk rank higher than normal (8); Junk-Reject: Email rejected by server due to high rank (over 20).

Figure 16a

9 Written by: Bernard Chong


http://vo.lookafter.com/cgi-bin/vo/SID214694975gmmcnodgnx402.chart_log1.admin.vo

User Manual for VO: Webmail ﬁ\fte"m

Persona i Domain Email
Day 10 Days 30 Days

Log: Last 10 Days

S Figure 16b showed the mail
nena a0 statistic for 10 days
M Emai-Sent 3.89)

95.80% ;S;:: -~ -
W Jurk-Reject 000

ﬁ

Figure 16b

Personal Email Domain Email

Day 10 Days 30 Days

Log: Last 30 Days

- Figure 16¢c showed the mail
- statistic for 30 days

*Junk: Email Junk rank higher than normal (5): Junk-Reject: Email rejected by server due to high rank (over 20).

Figure 16¢
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Junk Settings

Junk settings enable the Junk filter option for your mailbox. With the Junk filter running may reduce
the amount of Junk mail you receive. Go to:

Virtual Office > Webmail > Configuration > Junk Settings

Check thisoption to enable
the Junk mail filtering
option

[~ Junk mail filtering enable

When Junk mail detected:
& Move to Junk mailbox
¢ Delete immediately

Sensitivity | system default ~|

The following types of email are exempt from Junk filtering:
[~ Sender is in my Contact list
I~ Emalil is addressed using my full name

Caution:
Setting the 'Delete’ option may result in losing some of your genuine emails.

Tip:

You may want to start with a less sensitive setting.
Increase the sensitivity level when you are more comfortable.

Update |

See also: General | Mail

Figure 17

When Junk Detected Move to user's Junk Mailbox  All detected junk mail will move to Junk folder directly
(recommended)
Delete Immediately ~ All detected Junk mail will be deleted automatically

Sensitivity There are 11 levels of sensitivity
1(maximum), 2 (very high), 3 (high), 4 (aggressive), 5 (moderate), 6-10 (low) and system default
The lower value of sensitivity, the highest filtering level its have

Junk Exemption Sender isin user's contact list  email from sender under contact list will not detect as ajunk mail
Email is addressed using user's full name  sender able to address user's full name will not detect
as Junk
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M ailbox Settings

There are some settings can be done on your mailbox. Go to: Virtual Office > Webmail
D'j] lm « Refresh
I

@ Email | ’3] SMS | @h_Mailbox Setting

@ Helo

Total: 1-2/2

40,6 K/5.00 MB

[+ # Subject Email wDate SizePriorit
[+ Meeting Reminder “bernard” 107 PM  0.4K
[+ You leave application was Approved bernard@lockaftercoml0/19/07 0.7 K

[ Select all [EES OS] [imbox -]

Figure 18
Click Mailbox Setting to enter the setting page.

Remote POP3 Maintenance

Settings

Mailbox Settings: Inbox

Columns | 1 | 2 | 3 | 4 | 5
Current
e Change to None | None | None | None | None |
6 10
Current
Change to INone | INone | INone | INone | INone |
Default Sort IDate El IDescending |
Message status Text [Icon
New | Bold| ¢ Nong| ¢ 4 " = = e
Read|[" Bold| ® None|¢ + T = =

Others [~ Show series numbers
[~ Show part of message body
[ Use Smart Date (Today, Yesterday etc)
[~ Highlight when email is

¢ in Contact Manager ¢ high priority
[~ Thread view
[~ 3-pane view

Show number of messages per page:
& Default ¢ 10 20 ¢ 50 100 200

[~ Show number of unread email, e.g.: (28)
[~ Show the total as well, e.g.: (28/100)

[~ Open message in new window

Page navigation:
& Automatic © Use links ¢ Use popup menu

Save | Done |
Figure 19a
Figure 19a showed the screen of Mailbox settings page.
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b)

<)
d)

f)
)
h)

Columns  The columns on mailbox. To set the sequence of the column
Default sort  Which column of information will as the default field to sort, in Ascending/Descending order
To set the pattern for indicating mail status (Read and unread email)

Show seriesnumber  a series of number will be show at the front of the email

Show part of message body  show part of message on the subject column

Use smart date  if this option off, the date column display the date and time only

Highlight Highlight the email while the email isin Contact Manager or high priority

Thread view  enable thread view or not

3 paneview If this option enable, user can read the email directly at the bottom panel (Inbox only)

Show how many email on one page (Apply to Inbox only)
If this option check, Inbox will display the unread email amount only
If this option checked, email will be open in a new window

Page navigation

Automatic  System will automatic generic the either Link or Pop up menu as the navigation type for user to browse
their email

UseLink Link will be created for user to navigate to certain page easily (figure 19b)

Use pop up menu  adrop menu will display on the top of the page allow user to select a desire page to view (figure
19¢)

Page navigation  Link

[ Compose \jj I Inbox >| «PRefresh A Email | ’3]%| & Mailbox Setting | (@ Help
— I i - Y

Folders Edit HESE 43.27 MB [ 100 gt :

@ Inbox (174/208) /| .

% b The page number ([1] 2 3 4) will act as Size Priorit
e . . . 0.6 K

O S eeel [lererey the Link which allow user to click and T

&5 Junk  [Empty ] T+ b £ . 1.4K

ol @ rowse for certain page R

[ Cust - Replied - Done
[ Knowledge Base T+
= My project M+

11K
14K

Figure 19b
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Page navigation  Pop up menu

[ Compose I’j I Inbox ~| «PRefresh [ Email | [F95MS | & Mailbox Setting | g Help
[Text] [HTML] —

Total: 175wznn|¢ Page

Filt
Folders Edit MESE

Inbox! (174/208)

& FEad | * # Subject User can drop down thismenu and SizePriorit
([l Draft s+ « = u . . 3 06K
ISP S select adesire page number for adirect | 13K
&% Junk [ Empty ] I+ i B 14K
ol + 7 B visit 5 35K

= Cust - Replied - Done

Figure 19c

Settings I Remote POP3 I Maintenance

Mailbox Settings: Inbox

Mailbox type

‘ﬁ ¢ Standard Standard mailbox
@, Mail Server Port
¥~ pOP3 I[pop3serv] |110 [~ Delete after download
Name Password r ) ) .
I[popSuser] I Check mail when open this mailbox
Save |M
Figure 20

Figure 20 show the remote POP3 settings page.

Standard As a standard mailbox

POP3 Use VO asamail client for download email from an account which is out of VO environment.
Mail server  the mail server settings (for eg. mail.yourdomain.com)
Port  default value for the port number is 110 (the port number of other provider might be differ)
Delete after download  delete the email on the server after download
Name username of this email account
password  password for this account
check mail when open thismailbox  check whether thereis any new email on the server
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Settings Remote POP3 Maintenance

Mailbox Maintenance: Inbox

Delete all email Delete all email in this mailbox: Inbox

Delete Now |
Figure 21

Figure 21 show the maintenance page for mailbox. Click Delete Now for empty the selected folder
content.

Mail Format Options

When compose an email, you compose your email as a plain text message or you can use HTML editor
to style up your message. Go to: Virtual Office > Webmail (find the compose icon on the top left)

[ Compose
[Text] [HTML]

For aplain text message, click on [Text], an a page as below will be bring up:

Compose Mail = Format: fStandard i v| [llia] @
Send Save Draft QuickList Attachments

From:| aaron <aaron@lookafter.com= j
Recent:| -- Select recent email list -- |
Tou

Cc:
Bee:

Subject:

[+ Keep mail in "Sent" mailbox [ Thread Priority. I Norral j I -- Signature - ;I

English Dictionary & Thesaurus (Based on Merriam-Webster's Collegiate ® Dictionary, Tenth Edition.)

Figure 21
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For composing a message by HTML editor, click on[HTML]
Compose Mail Format: [Standard | [l @

Send Save Draft QuicklList Attachments

From:| aaron <aaron@lockafter.com= |
Recent:| -- Select recent email list -- |
To:

Cc:
Bece:

Subject:

IArlaI Il(Sth _IIHeadlngl_I B J US| % ‘XJE =) £
EEE=E=E || EIEEE W —e@dO<x | @A
Path: body » html

2 Keep mail in "Sent" mailbox [ Thread = Priority: I Normal j I -- Signature - ;I

(sena | save orar | quick is | atachments | spel check

English Dictionary & Thesaurus (Based on Merriam-Webster's Collegiate ® Dictionary, Tenth Edition.)
Figure 22
Figure 22 show the HTML editor of VO Webmail. The highlighted part enable user to style up the

message.

Beside than HTML editor, VO Webmail alow user to compose message in four different formats.
These formats are:

- Standard

- Phone

- Memo

- Bookmark

For switching the format, please locate the drop down menu on the top right of the page. Drop it down
and select the desire format, then click Select.

Format: [ Standard : ~ m
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Standard Format

For Standard format, please refer back to figure 21 & 22. This is the format for compose a standard

email message.

Phone Format

Phone Message : =/

Format : | Phone

o] seiece [

Send Save Draft QuicklList

Recent:

To:

Cc:

Person:
Company:
Phone No.:
Time Called:
Taken By

-- Select recent email list --

El

bernard@lookafter.com

Mr. Ahmad

Ahmad Trading

03 23232323

dpm

Aaron

[+ Telephoned
[~ Wants to meet

[+ Please call back
[~ will call again

™ Return your called " Urgent
Message :
Hi Bernard.
Mr Ahmad called at 4pm. Please ring him back.|
[+ Keep message = Priority I Mormal x|
(send]
Figure 23

With this phone format message, the assistance can send a message to his/her superior on the missed
call(s) and provide the details of the call and caller by email.

Memo

Memo : s Format :| Memo x| m

Use this form to send memo to recipient. Recipient may save this form in the notepad later.

Send Save Draft Quick List

Recent: | - Select recent email list -- |
To: |bernard@lookafter. com
Cc
Subject: |Reminder for Tomorrow Breakfast session
Note:
Hi Bernard,

Il see you in the pantry of company at 7.30am on tomorrow marning!|

[+ Keep message Priority. | Normal ;'

[send | save braft | quickList
Figure 24
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Figure 24 show the memo format page of message composing. User can use this format to issue memo
to the desired person by email.

Bookmark
Bookmark ! s Format : [Bookmark | [Elaad &

Use this form to send bookmark to recipient. Recipient may sawve this form in the bookmark file later.

Send Save Draft Quick List

Recent:| -- Select recent email list -- |
To:

5}

bernard@lookafter.com

Ce:

Bookmark (URL):
Ihttp:ﬂwww.aftercffice.comf

Remark :
IFind this webpage out/|

[ Keep message Priority: | Mormal LI

[send | save orat | quick List|
Figure 25

Figure 25 showed the page for compose a bookmark format message. User can use this message format
to forward any web page link/address to a desire person by email.

Email Thread
With this feature, user can trace out the all of the conversation among the same topic.

< User will be ableto find the similar icon on the subject of the email, click on it and VO Webmail
will provide you with a complete conversation for the particular topic

Figure 26 showed the Inbox of a user.

P‘j I Inbox x| «Refresh @4 Email | ”3 SMS | & Mailbox Setting | @) Help
[ Total 150157 | ) 11
42,29 MB [ 100.00 MB
[ 7% # Subject Email Size Priorit
[T+ # i [Support] Steps for setup Ms. Outlook as Mail Client » "Afteroffice Support” 16:13 416.7 K
[+ e: [ b=i4] Re: = [Support] SESO LGl 16:10 1.3K

Re: [suntalt] Re: < [Swpooest” o= == =y WL 14:54 1.9K

o e
[ # Re: [&wmir=k] Re: ~ [Ssapmmr i wr==m ~oones ascarp S 13:17 16K

Click on thisicon on one Figure 26
of the subject for trace out
the history of this
conversation
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Reply Reply All Fwd Edit Delete Move to il I5%

Date: Sat, 17 Nov 2007 04:27:54 +0800
Subject: < [Support] Storage access error Thedate showthism&ssage
From: T T o e |

was receive on 17 November
2007, 4:27am

To: "AfterOffice Support” =support@afteroffice.com=

Hi,

Message Body
Message Body
Message Body
Message Body
Message Body
Message Body
Message Body

Reply Reply All Fwd Edit Delete Move to [l Print View Source Next

Date: Sat, 17 Nowv 2007 10:52:29 +0800
Subject: Fesm==8 Re: = [Support] Storage acces
From: =alianaivesSiste——Simr———m> [ Add to Address Bood
To: TR e e o

Thisisthe message come

after the message above. The

date shows 17 November
2007, 10am

Replied message
Replied message
Replied message

Replied message Green words isthe content of
Replied message .
Replied message the previous message
= Hi,
Figure 27

Figure 27 showed part of the conversation for topic called Storage access error . All of the relevant

message/conversation will display on the page, and allow user to trace back the conversation from the
very beginning.
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